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1 Introduction 

IndustryInternshipisanintegralpartoftheacademiccurricula.Itssatisfactorycompletion is 

a mandatory requirement for the degree to be awarded by the 

College.Further,consideringthecurriculumstructureapprovedbythecollege,multipleinter

nships modes are possible, and are assigned academic credits within the curricula.The 

general structure of the internship requires the students to undertake an 

immersiveassignmentwithintheassignedorganizationsforalimitedperiod.Theinternshipo

ffersthe students an opportunity to gain hands-on industrial or organizational 

exposure; tointegrate the knowledge and skills acquired through the coursework; 

interact 

withprofessionalsandotherinterns;andtoimprovetheirpresentation,writing,andcommuni

cation skills. Internship often acts as a gateway for final placement for manystudents. 

Theinternshipwillbenefitstudentsbygettingrealtimeindustryexperienceand 

exposure, exploring the career opportunities, add values, skills, and experience to 

theirCVand learncompanyculture. 

2 Objectives 

Internships are educational and career development opportunities, providing 

practicalexperienceinafieldordiscipline.Theyarestructured,short-

term,supervisedplacements often focused around particular tasks or projects with 

defined timescales.An internship may be compensated, non-compensated or some 

time may be paid. 

Theinternshiphastobemeaningfulandmutuallybeneficialtotheinternandtheorganization. 

 
Followingaretheintendedobjectives: 

 
• Toexposethestudentstoindustrialenvironment(viz.variousmaterials,processes,pr

oductsandtheirapplicationsalongwithrelevantaspectsofqualitycontrol which 

cannot be simulated in the classroom) for application of 

existingengineeringknowledgein industrial situations 

• To provide possible opportunities to learn and sharpen the real time 

technicalandmanagerial skills required forprofessional career 

• Understand  the   social,   environmental,   economic   and   administrative 

considerationsthatinfluence theworkingenvironment[PO6, 7] 
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 • Toexposestudentstotheengineer’sresponsibilitiesandethics[PO8] 

• To get acquainted with the working styles of industries at different 

hierarchyandlearn to work in ateam [PO 9] 

• To gain experience in all types of professional communications ( viz. pre-

internshipapplications,during internshipspeople 

skillsanddocumentationskillsand post internshipreports/projectswritingskills) 

[PO 10] 

• To demonstrate the impact of the internship on their lifelong learning 

andprofessionaldevelopment [PO 12] 

• Toprovidethelinkagesoffuturejob/researchopportunitiestostudentsinthe 

organization[PO12] 

3 Modeof Execution 

Internshipmaybedonethroughfollowingverticalsthrough offline/online mode 

I. FulltimeIndustryInternshipcumproject 

II. Fulltimeresearchinternshipatresearchorganization/IndianUniversity/ForeignUn

iversity 

III. Shortduration(4-8 weeks)internshipinindustrywithin houseproject 

IV. Internshipaccountedthroughincubationcentre(ProjectPrototypethroughentrepre

neurdevelopment and start-up) 

Studentsmaybeallowedtochangemodeofexecutionincertainunavoidablecircumstances. 

Department head shall take decision for change of mode on applicationby student with 

a valid reason with due permission of the director. List of such astudentsshall 

besubmitted to theacademiccouncil forthe information. 

Incertainspecificcaseswhereinstudentisnotabletoregisterforinternshipthrough 

any of the above four modes, he/she shall apply to the director through Dean 

AlumniandCorporateRelations(Officer T&P Department)givingspecificreason 

toarrangeforalternatemode. 
 I. FulltimeIndustryInternshipcumproject 

 
Under this category, Execution methodology expect that students should work 

withrespective industrial domains of Engineering. Students will be working on a 

problemidentifiedandassignedbyindustry.ThisProblemwillbetreatedasProblemstateme

ntofAcademicProjectfor7thand8thsemester.Departmentalfacultywillworkasaguide/super

visorincoordinationwithindustrymentortoarriveatafeasiblesolutionto 

problemassigned byindustrywithin 7thand8thsemester ofEngineeringcurriculum. 
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Forthisactivity,timespentbystudentforcollaboratingwithindustryeitherindiscussions 

(preapproved with prior appointments) OR Joining activity at location ofindustry OR 

periodical visits related to data collection will be treated as IndustrialInternship 

activity. In this category no special provision is made to define specificperiod of 8th 

semester dedicated for Internship. However, project guide and 

industrymentortoprepareamutualscheduleofstudentinteractionwithindustrythroughoutt

heprojectduration.Thisscheduletobestrictlyfollowedasapartofassessmentmechanism.Ta

ble1.1representtheflowofactivitytobefollowedunderthiscategory. 

 
Table1.1StepsandtimelinetobefollowedasaguidelineforcategoryI 

 

Step. 

No. 

DescriptionofActivity Responsibility Timeline 

1 IdentificationofindustrialProblem 
forProject 

Faculty 
/Students 

Vacationbetween6th 
and7th semester 

1.1 Iffacultyidentifyproblemthenneces
sarycommunicationwithIndustry 
mentor and identify 
groupofstudents/ single student 

faculty  
Vacationbe

tween 6th and 
7thsemester 

1.2 Ifstudentidentifyproblemthenneces
sarycommunicationwithdomainex
pertfacultyandthenstep 
1.1follows 

Student Vacationbetween6tha
nd7thsemester 

2. Joint letter of
 understandingbetweenInsti
tuteandIndustry 

Faculty
 and
Industry 
Mentor 

At1st

 weekof7thse
mester 

3 Final Objective, methodology 
andschedule of
 interactionpresenta
tioninfrontofprojectmonitoringco
mmitteeat 
department. 

Students,Facul
ty
 and
departmentalIn
ternship 
Coordinator 

At3rdweekof 
7thsemester 

4 Studentstostartadheringtoschedule
ofinteractionwithnecessary weekly 
reporting 
duringProjecthoursofacademic 
schedule* 

Students Throughoutthe7than
d8thsemesterasper
 predefined
schedule 

5 Changesinscheduleandworkmetho
dologytobeagreedandsignedoffmut
uallybetween 
facultyandindustrymentor. 

Students,Facul
ty
 and
Industry 
mentor 

Specialcircumst
ancesduringexec
ution 
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6 InterimProgressreportandpresentat
ion to project 
Monitoringcommittee 

Students,Fac
ulty,Departm
ental 
InternshipC
oordinator 

Withinlastweekof7th 
semester 
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7 Projectwillcontinueduringvacation
atIndustrylocationforMinimum 
1week and 
necessaryProjectoffsareallowedwit
hprior 
permissiononpaper 

Students,Facul
ty
 and
Industrymentor 

Duringvacationsbet
ween7thand8thsemest
er 

8 ProjectandIndustrialinternshipwillr
esumeasperguidelines4and 
5 

 8thsemester 

9 Finalreport  andpresentation
 to
ProjectMonitoringcommittee 

Students,Fac
ulty,Departm
entalInternshi
p 
Coordinator 

WithinLastweekof8t

h semester 

Studentsandfacultiestomaintainalldocumentaryrecordsaspermonitoring,assessmentprot

ocol ofInternship policydocuments 

CategoryII:Fulltimeresearchinternshipatresearchorganization/IndianUniversity/

ForeignUniversity 

UnderThisCategory,researchprojectundertakenbyresearchorganisationOrInternshipOp

portunitiesavailableatOrganisationsrecommendedbyAICTEinInternship Policy at 

India or abroad will be executed by students. Students need toadhere to guidelines set 

by respective organisation for conduct of research activityduringspanof project. 

Faculty mentor from respective department willbe monitoring student’s 

progressperiodically. 

Table1.2Stepsandtimelineto befollowedasaguidelineforcategoryII 
 

Step. 

No. 

DescriptionofActivity Responsibility Timeline 

1 Advertisementsissuedbyresear

chorganisationsforresearchacti

vityorInternship 

forUGstudents 

Faculty/Students Prevailingperiodofadv

ertisement in 

6thand7thsemester 

2. ScrutinyofStudentsandsupport

tostudentsforapplicationproce

dure 

FacultyandDean

research/Internshi

p 

coordinator 

Beforelastdateofappli

cationavailableinadver

tisement 



6  

3 Faculty mentor to 

coordinatewithparentsofidenti

fiedstudentsandpreparenecess

ary 

Documents 

Students,Facultya

nddepartmentalPr

oject/Internship 

Coordinator 

Beforelastdateofapplic

ationavailableinadvert

isement 

4 FacultymentortoInteractwith 

representative of

 researchorga

nisation 

Faculty After selection of 

studentsfor 

Research/Internshippro

gram 
5 Studentstoreportweekly 

tofaculty mentor about 

progressofResearchactivity/ 

Internshipactivity 

Students,Faculty ThroughouttenureofPro

gram 

6 InterimProgressreportandpres

entationtoprojectMonitoringco

mmittee 

Students,Faculty,

DepartmentalInter

nship 

Coordinator 

Within last week of 

7thsemester 

7 Final report and 

presentationto    Project

 Monitoring

committee 

Students,Faculty,

DepartmentalInter

nship 

Coordinator 

WithinLastweekof8th 

semester 

If Research/ Internship tenure is more than 6 months/ spanned between last 

academicyear of B. tech and students are required to stay at location allotted by 

ResearchorganisationthenstudentshouldappearforInstituteexaminationwithpriorpermis

sionstakenfromResearch/InternshipOrganisationduring7thand8thsemesterasperdocume

ntation signed by Students to adhere to protocol of academics defined 

forprevailingcircumstances. 

 
Category III: Short duration (4-8 weeks) internship in industry with in 

houseproject 

UnderThiscategory,AcademicProjectandInternshipwillbetreatedasseparateentity.Stude

ntswillperformacademicprojectissuedbydepartmentalfaculties.Tenureofthisprojectwill

befor7thand8thsemester.InternshipactivitywillbecommencedfromESEof7thsemesterform

inimumperiodof4to8weeks.Thisinternshipshouldbepreferablyalignedwith Project 

activities and domain area. 
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Table1.3Stepsandtimelineto befollowedasaguidelineforcategoryIII 
 

Step. 

No. 

DescriptionofActivity Responsibility Timeline 

1 Project

 coordinatortocollectBr

oadareaofacademicProject 

fromdepartmentalfaculty 

ProjectCoordinator Before end of 

6thsemester 

2. AcademicProjectareaspresented 

byfaculty

 tobealignedwithInd

ustrialProblems 

Departmental

Faculty 

Before end of 

6thsemester 

3 ListofFaculty 

andDomainofproject to be made 

available forstudents 

ProjectCoordinator During 

VacationPeriodb

etween6thand7th 

semester 

4 StudentstoapproachFacultiesand 

finalise their project 

groupsandareaofProjectbydiscuss

ion 

withfaculty 

Studentsand Faculty During 

VacationPeriod 

of 6th and7th 

semester 

5 Projectguidewillstartidentifying

 Industrial

organisationsforInternshipofresp

ectivestudentsalignedwith 

projectdomainarea 

ProjectGuide Before end of 

7thsemester 

6 Internshipcoordinatortoassistproj

ectguideforfinalisingorganisation

forInternshipofrespectivestudents

andkeep 

recordsofthesame 

InternshipC

oordinator 

Before end of 

7thsemester 

7 Necessary documentation will 

bemaintainedbyInternshipCoordi

natorthroughprojectGuidesasperI

nternshipPolicyof 

Institute. 

InternshipC

oordinator 

Before end of 

7thsemester 
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Officer (T & P 
department) 

Departmental
Internship 

Coordinator 

 
FacultyMentor 

 
StudentC

oordinator 

8 Studentswillstartinternshipafter 

endof7thsemesterexaminationform

inimumperiod of8weeks 

Students afterendof7th 

semesterexa

mination 

9 ProjectGuidetomonitorstudent’sp

erformancebyInteractingwithInte

rnshipon-

sitementorOrbysurprisevisitat 

Internshiplocation 

ProjectGuide During tenure 

ofInternshipwith

Minimumtwoco

mmunications 

10 ReportandPresentation Students, Project 

guideandInternshipC

oordinator 

After end

 ofintern

ship 

AssessmentofinternshipwillbedoneasperInstituteInternshipPolicy. 

CategoryIV: Internship accounted through 

incubationcentre(ProjectPrototypethroughentrepreneurdevelopment and start-

up) 

Modeofexecutionunderthiscategoryis governedbyrulesandregulationsofEDcell. 
 
 

4 InternshipDuration 

The internship is mandatory as a part of the curriculum. Students will not 

graduateunless they complete the internship as prescribed. The structure and durations 

of theInternship may vary, it is normal for a minimum duration to be at least four 

weeksduringthefinalsemesterofB.Tech.program.Typically,internshipswillstartinsecond

semester of final year around January every year and the durations range between 

fourtotwentyweeks.Incasethedurationofaninternshipneedstobeextended,itwouldbenece

ssaryforthe student to obtain apriorwritten approval from thecollege. 

 

5 RolesandResponsibilities 

TheorganizationalstructureofTrainingandplacementcellforinternshipisasfollows: 
 

Training and Placement Officer of the college will be supported by a 

Departmentalinternship coordinator for Training and Placement Activities and Faculty 

Supervisors/Mentorsdesignated/assignedbytheHeadoftheconcernedDepartment.Each 
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 departmentwillhaveastudent’scommitteecomprisingof1-

3studentsfromeachclassforsupportingTrainingandPlacementactivitiesheadedbyStudent

Coordinator.Departmental coordinator and Faculty Supervisors/Mentors will be 

nominated at thestart of the Academic year for each batch. However, student 

coordinator being 

therepresentativeofstudentswillbeselectedbythestudentswiththehelpofTrainingandPlac

ementOfficer.FacultyMentor/Supervisorshavetoplayactiveroleduringthe 

internship and minimum4 studentsareto be supervised byeachfacultymentor. 
6 InternshipExecutionProcedure 

TheT&Pcellwillarrangeinternshipforstudentsinindustries/organizationafterseventhsem

esteror as perAICTE/ DTE/ affiliatingUniversityguidelines. 

Thefollowing generalprocedureshallbeadoptedforexecutionofinternship: 

• Step 1: Request Letter/ Email from the office of Training & Placement cell 

ofthe institute shall be sent to the industry to allot different slots of 4-20 

weeksduring 8th semester as internship periods for the students. Students 

requestletter/profile/ interest areas will be submitted to industries for their 

willingnessforprovidingthe training. (Sampleattached) 

• Step2:Industrywillconfirmthetrainingslotsandthenumberofseatsallocatedfor 

internships via Confirmation Letter/ Email. The industry will be 

requestedtoallotmentor/supervisorforcommunicationbetweensupervisorandstud

ents.In case the students arrange the training themselves the confirmation letter 

willbe submitted by the students to the office of the Training & Placement 

throughconcerned department. Based on the number of slots agreed by the 

Industry,Officer T&P Department will allocate the students to the concerned 

industry. In addition, 

theinternshipslotsmaybeconveyedthroughTelephonicorWrittenCommunication 

(by Fax, Email, etc.) by the Dean (Alumni and CorporateRelations) or other 

members of the T&P cell / Faculty members who 

areparticularlylookingaftertheInternship ofthe students. 

• Step 3: Students on joining Training at the concerned Industry / 

Organization,will submit the Joining Report/Letters / Email to the Officer T&P 

Department and Head ofDepartment. 

• Step4:StudentswillundergointernshipattheconcernedIndustry/Organization.Th

ementor/supervisorshallevaluatetheperformanceofstudents 

once/twicebyvisitingtheIndustry/Organizationorthroughvideoconferencing 
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 andEvaluationReportofthestudentswillbesubmittedtotheHeadofDepartmentthro

ughInternshipCoordinator.Headof the 

DepartmentshallforwardthesereporttoOfficer T&P 

DepartmentwiththeconsentofIndustrypersons/Trainers.(SampleAttached) 

• Step 5: Students will submit internship report in the format provided by 

theinstitute after completion of internship along with certificate obtained from 

theindustry. 

• Step6:Listofstudentswhohavecompletedtheirinternshipsuccessfullywill 

beissued byOfficer T&P Department to theofficeofconcern department. 

7 Guidelinesforstudents 

1. Allthestudentsneed to goforinternshipfor minimum of4 weeks. 

2. Students can take mini projects, assignments, case studies by discussing it 

withconcerned authorityfrom industryandcan work on it duringinternship. 

3. All students should compulsorily follow the rules and regulations as laid 

byindustry. 

4. Everystudentshouldtakepriorpermissionsfromconcernedindustrialauthorityif 

they want to use any drawings, photographs or any other document 

fromindustry. 

5. StudentshouldfollowallethicalpracticesandSOPofindustry. 

6. Studentshavetotakenecessaryhealthandsafetyprecautionsaslaidbytheindustry. 

7. Studentshouldcontacthis/heracademicguidefromcollegeonweeklybasistocomm

unicatethe progress. 

8. Eachstudenthastoprepareinternshipreport inconsultationwiththe 

academicguide. 

 
GeneralInternshipsRecommendations 

 An internship is a great opportunity to learn in industrial environment 

withoutbeinganemployeeofthecompany.Studentsareadvisedtosettheirgoalsprior

tostartingtheirinternship and focus on completingthem duringtheinternship. 

 Ifastudentjoinsaverylargeorganizationtodoaninternship,hemustusethe 

opportunity to learn about the activities performed in the various 

departmentsbydoingshortstintsineachofthem.Thisexperiencewillhelpprovidehi

mthe 
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big-pictureinbetterunderstandingthecareerprospectsinrelationtohisambitions. 

 Attitudeandmind-setplayagreatroleinthelearningprocess.Dotacklealltasksgiven 

with enthusiasm and positive attitude. 

 Internsmustavoidnegativityandneverignoreachanceofferedtothemtolearnmorea

bout a concept, technology, industryorcompany. 

 Internsmustbeinquisitiveand trytogainmaximumknowledgeandexposure. 

 Interns shall identify a good mentor within the company and take initiative 

toexecutenew projects whereonecan makeadifferenceto the company. 

 Internsshouldenjoyduringtheinternshipandleavewithtangibleaccomplishments. 

 The intern will maintain a regular internship schedule determined by the 

Internandhis/herProject Head. 

 Interns shall view an internship as a bridge between college and the 

workplace.Do use for their full advantage while undergoing internship: - The 

intern 

mustdemonstratehonesty,punctualityandawillingnesstolearnduringtheinternshi

pprogram. 

 The intern will obey the policies, rules and regulations of the Company 

andcomplywiththeCompany’sbusinesspracticesandprocedures. 

Student’sDiary/DailyLog 

The main purpose of writing daily diary is to cultivate the habit of documenting and 

toencourage the students to search for details. It develops the students’ thought 

processandreasoningabilities.Thestudentsshouldrecordinthedailytrainingdiarythedayto

day account of the observations, impressions, information gathered and 

suggestionsgiven,ifany.Itshouldcontainthesketches&drawingsrelatedtotheobservations

madeby the students. The daily training diary should be signed after every day by 

thesupervisor/ in charge of the section where the student has been working. The 

diaryshouldalsobeshowntotheFacultyMentorvisitingtheindustryfromtimetotimeandgot 

ratified on the day of his visit. Student’s Diary and Internship Report should 

besubmitted by the students along with attendance record and an evaluation sheet 

dulysignedandstampedbytheindustrytothe 

Instituteimmediatelyafterthecompletionofthetraining.Itwill beevaluated onthe basis 

ofthefollowingcriteria: 

 Regularityin maintenanceof thediary. 
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  Adequacy&qualityof information recorded. 

 Drawings,sketchesanddatarecorded. 

 Thoughtprocessand recordingtechniquesused. 

 Organizationoftheinformation. 

InternshipReport 

After completion of Internship, the student should prepare a comprehensive report 

toindicatewhathehasobservedandlearntinthetrainingperiod.ThestudentmaycontactIndus

trial Supervisor/ Faculty Mentor/TPO for assigning special topics and problemsand 

should prepare the final report on the assigned topics. Daily diary will also help 

toagreatextentinwritingtheindustrialreportsincemuchoftheinformation hasalreadybeen 

incorporated by the student into the daily diary. The training report should besigned 

by the Internship Supervisor, Officer T&P Departmentand Faculty Mentor. The 

Internshipreportwill be evaluated on the basis of followingcriteria: 

i. Originality. 

ii. Adequacyandpurposeful write-up. 

iii. Organization,format,drawings,sketches,style,languageetc. 

iv. Varietyandrelevanceof learningexperience. 

v. Practicalapplications,relationshipswithbasictheoryandconceptstaughtinthecour

se. 

8 Health,SafetyandWelfareof Students 

T & P cell will ensure insurance of all the students when any intern is 

undergoingtraining in a specific notified area such as mining industry in relation to the 

health andsafetyof thetraineesas if theyarepersons employed in thesame. 

Alsoconsideringguidelinesoftheindustry,T&Pcellwillinstructstudentstoget 

insurance. 

9 AcademicCredentials 

Total6credits forthe Final YearProjectandinternship in8th semester. 

10 Monitoring&Evaluation

MonitoringPhase 

MonitoringattheIndustrySide – 

1.Internshipschedule(forstipulated time of 4 weeksto 20 weeks)maybe 

preparedandacopyofthesamemaybesenttodepartmentalprojectguide/facultymento

r/supervisor. 
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2. Each student is required to keep Internship diary/ notebook, update daily 

andgetit checked byindustrial mentor/supervisor. 

3. Eachstudentis requiredto prepareamonthlyreport,presentation and get 

itverified byindustrial mentor/supervisor. 

4. Theformalentry(thestartprocedures)andexit(theinternshipclosureprocedures)are

requiredto be followed bytheindustry. 

5. The early termination of the internship (earlier than the stipulated time 

period)or the extension of the stipulated tenure is required to be discussed 

from timeto time with departmental project guide/faculty mentor/supervisor. 

(This inturn will be notified and discussed with departmental internship 

coordinatorandhead.) 

 
MonitoringattheInstituteSide– 

1. Each student is required to send a monthly report, presentation and get 

itverifiedbydepartmentalprojectguide/facultymentor/supervisor. 

2. Eachstudentisrequiredtopresentmonthlyactivitiesonline/offlinetodepar

tmentalprojectguide/facultymentor/supervisor. 

3. Each student is required to present the whole activities of 

internshiponline/offline to departmental project guide/faculty 

mentor/supervisor at theendofthe internship. 

4. Faculty Mentor/Internship coordinator/ HoD of the department 

orDean(Alumni and Corporate Relations) will make a surprise visit to the 

internshipsite to check the student’s presence physically ( if the student is 

found 

absentwithoutpriorintimationtotheindustrymentor,entiretrainingwillbecancelled

/student is liable for thepunishment) 

5. Studentsareeligibletoavail1-day leaveinevery4weekstrainingwithpermission of 

the respective industry during the internship period apart fromholidays and 

weekly offs. Students should inform industry mentor and FacultyMentor, 

Internship coordinator, HoD, TPO, at least one day prior to 

availingleavebyemail. 
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EvaluationofInternshipandProject 

6 credits=150marks 

1. FulltimeIndustryInternshipcumproject 

ISE–I:75marks-EvaluationbyFaculty/Mentor- 50marks 

-Evaluation by Industry mentor– 25 

marksISE–II:75marks-EvaluationbyFaculty/Mentor- 

50marks 

-EvaluationbyIndustrymentor– 25 marks 

2. Fulltimeresearchinternshipatresearchorganization/IndianUniversity/ForeignUn

iversity 

ISE–I:75marks-EvaluationbyFaculty/Mentor- 50marks 

-Evaluation by University Mentor– 25 

marksISE–II:75marks-EvaluationbyFaculty/Mentor-50marks 

-Evaluation byUniversityMentor–25marks 

3. Short duration (4-8 weeks) internship in industry with in house 

projectISE–I: 75marks-Evaluation byFaculty/Mentor-50 marks 

-Evaluation by Industry Mentor– 25 

marksISE–II:75marks-EvaluationbyFaculty/Mentor- 

75marks 

4. Project Prototype through entrepreneur development and start-

upISE–I: 75 marks-Evaluationbyfaculty/Mentor-50 marks 

Evaluation by COO – incubation centre – 25 

marksISE–II: 25 marks-Evaluation byfaculty/Mentor-50 marks 

Evaluation byCOO– incubationcentre – 25 marks 

FormatforISEEvaluation (Rubrics)byFacultyMentorforCategoryI,II,III,IV 
 

Attribute Poor(1) Mediocre

(2) 

Abovea

verage(

3) 

Good

(4) 

Excellent

(5) 

Learningaptitude,workinterest      

Technicalknowledgeandexpertise,p
roblemanalysis skills 

     

Initiative      

Organizationalskills      

Communicationskills      
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Cooperation with co-workers 
andsupervisors/ Teamwork 
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Dependent,self-reliantand responsible      

Creativity/originality/innovativeness      

Criticismacceptance      

Timeutilization      

 
FormatforISE Evaluation (Rubrics)by IndustryMentorforCategory-Iand III 

 

Sr. Attribute Marks(total25) 

1 Attendanceandgeneralbehaviour …../5 

2 Relationwithworkersandsupervisors …../5 

3 Initiativeandeffortsinlearning …../5 

4 Knowledgeandskillimprovement …../5 

5 Timeutilizationandprofessionalattitude …../5 

 Total …../25 

 
FormatforISEEvaluation(Rubrics)byResearchOrganizationMentorforCategoryII 

Sr. Attribute Marks(total25) 

1 Attendanceandgeneralbehaviour …../5 

2 Initiativeandeffortsinlearning …../5 

3 Knowledgeandskillimprovement …../5 

4 Timeutilizationandflexibility …../5 

5 Researchaptitudeandorientation …../5 

 Total …../25 

 
FormatforISEEvaluation(Rubrics)byCOOofincubationcentreforCategoryIV 

Sr. Attribute Marks(total25) 

1 Attendanceandgeneralbehaviour …../5 

2 Start-upaptitudeandinitiative …../5 

3 Businessaptitudebasedonmarketresearch …../5 

4 Effortstakenforproofofconcept …../5 

5 Timeutilizationandprofessionalattitude …../5 

 Total …../25 
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Note: 

1. Evaluationofallthecoursesinthe8thsemesterwillbedonethroughblendedmode. 

2. ISE,MSE and ESEmaybeconducted online/ offlinemode. 
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Annexures 
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AnnexureI 
 

Studentinternshipprogramapplicationformat 
 

CompleteandsubmittotheOfficer T&P 
Department/InternshipProgramCoordinator.Typeorwriteclearly 

 
 
 

1.StudentName:  

2.CurrentAddress  

3.ResidenceAddress  

4.Emailid  

5.MobileNos.   

6.OverallGPA   

7.Modeof Internship  

8.InternshipPreferences 

 Location CoreArea Company/Institute 
Preference-1    

Preference-2    

Preference-3    

 

IconfirmthatIagreewiththeterms,conditions,andrequirementsoftheInternshipProgram 
 
 
StudentSignature: Date  

I confirm that the student has attended the internship orientation and has met all 

paperworkandprocessrequirementstoparticipateintheinternshipprogram,andhasreceivedappr

ovalfromhis/herguide/supervisor. 

 
SignofDepartmentalInternshipCoordinator Date 
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AnnexureII 
 

Parent/GuardianConsentForm—Internship 
Please complete all blanks and sign in three 

places.Student’sName: 

PartI:PermissiontoParticipate 
 

Ihavereadtheinformationconcerningtheinternshipprogramandgivemyson/daughter, 
 , permission to participate in the program. I realize that 
eachstudent must provide his/her own transportation to and from the internship workplace 
site. Ialso understand that my son/daughter must meet the application requirements to be 
acceptedintothe program. 

 
 
 
 

Date SignatureofParent/Guardian 
 
 

PartII:EmergencyAuthorization 
 

In the event that I cannot be reached in an emergency, I give permission to the staff of 
thecollegeortheinternshipworkplacesupervisortosecurepropertreatmentformyson/daughter. 

ContactNo.: 

Alternativecontactincaseofemergency: 
 
 

Date: SignatureofParent/Guardian 

PartIII:Liability 
 

I hereby agree to waive and release any and all rights that I, my ward, or our 
representativesmayhavetomakeclaimagainstCollegeortheirrespectiveofficers,employees,orrep
resentatives arising from injury or damages, including lawyer’s fees, that may result 
frommyward’sparticipation in the internship program. 

Ifurtheragreetoindemnifyandholdharmlessthecollegeortheirrespectiveofficers,employees, or 
representatives from any claims, including lawyer’s fees, which I or my wardmight make or 
which might be made on my or our behalf by others, or which might be madeagainst me or 
my ward by others, arising from my ward’s participation in the internshipprogram. 

 
 
 

Date: SignatureofParent/Guardian 



21  

AnnexureIII 
 

Formatforrequestletterfrominstitutetointernshipprovider 
 

To, 
TheGeneralManager (HR) 
....................................... 
....................................... 

Subject:Requestfor _weeks industrialtrainingof B.Tech. in

 Engineering,DearSir, 
 

An Institute established in 2015, BILASPUR COLLEGE OF POLYTECHNIC, Village 
Farhada, Near Gatora Railway Station, Bilaspur, 
Chhattisgarh,reflectsthevisionofleadingindustrialistsandeducationalists.Instituteis affiliated to 
Chhattisgarh Swami Vivekanand Technical University, Bhilai, and is approved by AICTE, 
NewDelhi. Currently, the Institute is offering and running four UG programs. 

 
You may be aware that AICTE has made internship mandatory for all technical 
educationstudents. 
Inviewoftheabove, Irequest your 
goodselftoallowourfollowing(no.ofstudents)studentsforpracticalraininginyouresteemedorgani
zation.Kindlyaccordyourpermissionandgiveatleastone-week time for students tojoin 
trainingafterconfirmation. 

 
Sr.No. Name RollNo. Year Discipline 

     

     

 
Ifvacanciesexist,kindlydoplanforCampus/OffCampusInterviewfor batch 
passingoutstudents in abovebranches. 

A line of confirmation will be highly 

appreciated.Withwarm regards, 

Yourssincerely, 
 
 
 

Training&PlacementOfficer 
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Formatforrequestletterfrominstituteto internshipprovider 
 
 
 

To 
TheGeneralManager (HR) 
....................................... 
....................................... 

 
 

Subject:Requestfor _weeksindustrialtrainingofB.Tech.in   
Engineering, 

 
DearSir, 
OurStudentshaveundergoneinternshiptraininginyouresteemedOrganizationinthepreviousyears. 
I acknowledge the help and the support extended to our students during training 
inpreviousyears. 
Inviewoftheabove,Irequest 
yourgoodselftoallowourfollowing(no.ofstudents)studentsforpracticalraininginyouresteemedor
ganization.Kindlyaccordyourpermissionandgiveatleastone-week time for students tojoin 
trainingafterconfirmation. 

 
Sr.No. Name RollNo. Year Discipline 

     

     

 
Ifvacanciesexist,kindlydoplanforCampus/OffCampusInterviewfor batch 
passingoutstudents in abovebranches. 

 
A lineofconfirmation will behighlyappreciated. 

 
 

Withwarmregards, 
 

Yourssincerely, 
 
 
 

Training&PlacementOfficer 
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To, 
....................................... 
....................................... 

 

StudentRelievingLetterFormat 

Annexure- IV 

 

Subject:Relievingletterofstudent. 
 

DearSir, 
Kindlyreferyourletter/e-maildated. ................. ontheabovecitedsubject.Aspermittedbyyour 
goodselfthefollowingstudentswillundergoIndustrialInternshipinyouresteemedorganizationunderyo
ursole guidance&directions: 

 
Sr.No. Nameof Student Branch 

   
   

This training being an essential part of the curriculum, the following guidelines have 
beenprescribed in the curriculum for the training. You are therefore, requested to please 
issuefollowingguidelines to theconcerned manager/IndustrialSupervisor. 

1. Internship schedule maybepreparedand acopyofthesame maybe sent to us. 
2. EachstudentisrequiredtoprepareInternshipdiaryand report. 
3. Kindlycheck the Internship diaryof thestudent daily. 
4. Issueinstructionregardingworkinghoursduringtrainingandmaintenanceoftheattendancer

ecord. 

Further, you are requested to evaluate the student’s performance on the basis of grading 
i.e.Excellent, Very Good, Satisfactory and Non Satisfactory on the below mentioned factors. 
Theperformance report may please be forwarded to the undersigned on completion of training 
insealedenvelope. 

 

Sr.No. Nameof Student EvaluationRanking 
1 Attendanceand generalbehaviour  
2 Relationwithworkersandsupervisors  
3 Initiativeand effortsinlearning  
4 Knowledgeandskillsimprovement  
5 Contributiontotheorganization  

 
Your efforts in this regard will positively enhance knowledge and practical skills of 
thestudents,yourcooperation willbehighlyappreciatedand weshall feelobliged. 
The students will abide by the rules and regulation of the organization and will maintain 
aproper discipline with keen interest during their Internship. The students will report to you 
ondated. .............. alongwith a copyof this letter. 

 
Yourssincerely, 

 
Dean(AlumniandCorporateRelations) 
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To, 

 

StudentJoiningLetterFormat 

Annexure- V 

 

Training and Placement Dept. 

Bilaspur College of Polytechnic,Bilaspur C.G. 

 

Subject: Internshipjoiningreport. 

With reference to acceptance of internship by (Name of the industry/organisation)through 

letter/emaildated ,IherebypleasedtocommunicateyouthatIhavejoinedasInterneeon 

 .InitiallyIhavebeenpostedin department.DuringthisInternship,mycontact numberwill be

 andemailidwillbe . Moreover, I will 

beforwardingfortnightlyreportstatingmyperiodicallearningand experiences. 

Thankingyou, 
 

Regards 
 
 
 

(Nameofthestudentwithsign) 
 
 
 

ForImmediateSupervisor 
 

The above-mentioned student of your institute has joined our organization as per information 

providedabove. 

 
 
 
 

Authorized 

SignatureName: 

Contact No. 
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StudentDailyDiary(Log)RecordingFormat 

Annexure-VI 

 
Day-1 Date: 
Timeofarrival  Timeofdeparture  Remarks 
Depart./Division  Nameoffinished 

job 
 

NameofHOD/
SupervisorWit
he-mail id 

   
   
   

Mainpoints of the day  
 

 

SignatureofIndustrySupervisor 
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Annexure-VII 

FormatforSupervisorEvaluationofIntern 

StudentName: Date:     

WorkSupervisor:  Title:     

Company/Organization:       

InternshipAddress:        

Datesof Internship: From   To__  

 _Pleaseevaluateinternbyindicati

ngthefrequencywithwhichyouobservedthefollowingbehaviours: 

Parameters Needsim
provement 

Satisfactory Good Excellent 

Behaviour     
Performs in a dependable 
manner 

    

Cooperateswith  co-workers 
andsupervisors 

    

Showsinterestinwork     
Learns quickly     
Showsinitiative     
Produceshigh qualitywork     
Acceptsresponsibility     
Acceptscriticism     
Demonstrates organizational 
skills 

    

Usestechnicalknowledgeand 
expertise 

    

Showsgoodjudgment     
Demonstrates 
creativity/originality 

    

Analyzesproblemseffectively     
Isself-reliant     
Communicateswell     
Writeseffectively     
Hasaprofessionalattitude     
Gives a professional 
appearance 

    

Ispunctual     
Usestimeeffectively     

Overallperformanceofstudentintern(Tick one): 

Needs improvement/ Satisfactory/ Good/ 
ExcellentAdditionalcomments, if any: 
SignatureofIndustrysupervisor HRManager   
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Annexure-VIII 

Student Feedback of Internship (To be Filled by Students 

afterInternshipCompletion) 
StudentName:   Date:_  
IndustrialSupervisor: Title:    
SupervisorEmail:  Internship is: Paid / 
UnpaidCompany/Organization:     
Internship 
Address:      
FacultyCoordinator:  Department:    
Datesof Internship:From To   
***Pleasefill out theabovein full detail*** 
Giveabriefdescriptionofyourinternshipwork(titleandtasksforwhichyouwereresponsible): 
Was yourinternshipexperiencerelatedto yourmajorareaofstudy? 
  Yes,toalargedegree Yes,toaslightdegree

 No,notrelatedatallIndicatethedegreetowhichyouagreeordisagreewith 
thefollowingstatements. 

 
Thisexperiencehas: Strongly

agree 
Agree Noop

inion 
Disagree Strongly

disagree 
Givenmetheopportunity 
toexploreacareerfield 

     

Allowed metoapply 
classroomtheorytop
ractice 

     

Helped medevelop my 
decision-making 
andproblem-
solvingskills 

     

Expandedmyknowledge 
abouttheworkworldpriorto
permanentemployment 

     

Helped medevelop my 
written and 
oralcommunications
kills 

     

Provided a chance to 
useleadership skills 
(influenceothers, develop 
ideas 
withothers,stimulatedecisi
on- 
makingandaction) 

     

Expanded my 
sensitivitytotheethicalimp
lications 
oftheworkinvolved 
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Made it possible for me 
tobemoreconfidentin new 
situations 

     

Given me a chance 
toimprovemyinterpersona
l 
skills 
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Thisexperiencehas: Strongly
agree 

Agree Noop
inion 

Disagree Strongly
disagree 

Helpedmelearntohandleres
ponsibilityandusemy 
time wisely 

     

Helpedmediscovernewaspe
ctsofmyselfthatI 
didn’tknowexistedbefore 

     

Helpedmedevelopnew 
interestsandabilities 

     

Helped me clarify my 
careergoals 

     

Providedmewithcontactsw
hichmayleadtofuture 
employment 

     

Allowed me to
 acquireinformat
ionand/oruse 
equipmentnotavailableatm
yInstitute 

     

 

In the Institute internship program, faculty members are expected to be mentors for 
students.Do youfeelthatyour facultycoordinatorserved suchafunction?Whyorwhynot? 

 
 

Howwellwereyouabletoaccomplishtheinitialgoals,tasksandnewskillsthatweresetdowninyourle
arningcontract?Inwhatwayswereyouabletotakeanewdirectionorexpandbeyondyour 
contract?Whyweresomegoals not accomplishedadequately? 

 
 

In whatareasdidyoumostdevelopandimprove? 
 
 

What has been the most significant accomplishment or satisfying moment of your 

internship?Whatdidyou dislikeabout theinternship? 

 
Consideringyouroverallexperience,how wouldyouratethisinternship?(Tickone). 

(Satisfactory/Good/Excellent) 

Givesuggestionsastohowyourinternshipexperiencecouldhavebeenimproved.(Couldyouhaveha

ndledaddedresponsibility?Wouldyouhavelikedmorediscussionswithyourprofessorconcerningy

ourinternship?Wasclosersupervisionneeded?Wasmoreofanorientationrequired?) 


