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PREFACE: 

Higher Education plays the dominant role in providing educated labour force to 

the country. Every year, thousands of students graduate from various colleges and the 

job opportunities in the organized sectors are limited. Even the job opportunities in the 

Government sector remains stagnant due to various reasons. 

Internship provides opportunity to gain firsthand knowledge about work culture 

and a basic exposure to the field of interest. By actively participating, student will gain 

practical experience of the work, develop skills and get acquaintance to collaboration 

and networking opportunities, which will have far reaching impact on their career 

choice. It provides platform to discover new abilities and talents in a real-world setting. 

The Internship program will not only help fresh graduates in gaining professional 

know-how but also look to deliver fresh perspectives in their field of exposure realizing 

future scope for benefits of all. 
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ELIGIBILITY  

The internship programme is compulsory. Students from 5th Semester will take up the 

Programme. 

 

NATURE OF INTERNSHIP PROGRAMME 

 A student has to undergo minimum of sixty hours of practical training in any 

organisation/establishments.  

 

 The list of these establishments consented to offer the programme is provided 

mentioning their thematic areas of intervention.  

 

 Students can choose the field in consultation with their respective Head of 

Department and Institutional Supervisor. 

 

 Course(s) bearing financial implication can be decided by the student in 

consultation with their respective Head of Department(s). 

 

 The HoD(s) and Institution Supervisor(s) will ensure proper coordination and 

successful completion of the course. 

 

 Evaluation will be done at two levels, the IPO and the Institute. 
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INTERNSHIP LOG BOOK 

The Log book is to assist the student to keep record of the internship training. It will 

show the department and sections in which the student has worked and the period of 

time spent in each. 

 

The daily work carried out during the period of internship training is to be recorded 

clearly with sketch and diagrams where applicable. 

 

Students are required to present the logbook to the Internship Providing Organisation 

(IPO) Supervisor for assessment of daily activity record. The supervisor can use any page 

for comments which is critical for assessment of internship. 

 

The Institution Supervisor will monitor course progress and check the log book at 

regular intervals to ensure that proper internship training is being received, and record 

comments on the page provided for this purpose towards the end of the book. 

 

 

CHANGE OF ATTACHMENT 

A student is expected to start and complete his/her internship in one establishment. 

For unavoidable circumstance to change his/her place of attachment, the student should 

first secure permission in writing from the HoD. His/her application for change of place 

of attachment should indicate the name and address of the company or organization to 

which he/she wishes to transfer clearly stating the reason(s). Any attachment not 

properly authorized or not conforming to the above condition will be cancelled. 
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OBJECTIVES 

Following are the intended objectives of engaging undergraduate students in internship for employability and research 

internship programmes (Source ; Guidelines for Internship/Research Internship for Under Graduate Students, UGC 
2023).  

1. Integration of workshop with workplace: To see the internship in a broader, integrated and holistic manner where the 

delivery of the classroom is aligned with outcomes of the workplace. The objectives of the internship need to be designed 

with the intention of integrating workshop/classroom/lab/research lab learnings with the workplace 

(organisation/enterprise/start-ups/corporate/farmlands/artisans/gig workers/Non-government organisations 

(NGOs)/research & development organisations, higher education institutions (HEIs), etc). 

2. Understanding of the world of work: To provide undergraduate students with an opportunity to improve their 

understanding of the experiences, challenges, and opportunities of the real world of work, as well as to set their 

expectations and behaviour in accordance with the demands, culture, and values of current and emerging jobs.  

3. Hybrid model learning: To broaden learning opportunities by combining physical and digital modes of learning while 

working in industry, corporate, research & development organisations, workplace, within or outside HEIs, blended with a 

mentor or research expert and as per the need and convenience.  

4. Developing research aptitude: To create and facilitate conditions that allow students in their quest for knowledge, its 

discovery, learn, understand and sharpen research acumen, familiarising with analytical tools and techniques with 

appropriate usage, research methodologies, data analysis, integrity and ethical behaviour, manuscripts preparations, 

identification of appropriate journals, patent and intellectual property rights, and their application in solving 

research/complex/real-life problems.  

5. Exposure in emerging technologies: To provide exposure to emerging technologies/ automation and how it can support, 

facilitate, improve and reinforce work processes/ culture/ job roles/art and craft, including the traditional areas of art-

craft/ heritage skills, agriculture, etc.  

6. Enhance entrepreneurial capabilities: Understand how organisations / enterprises are formed for sustainable progress 

so that start-ups and entrepreneurial capabilities are strengthened among students and they are encouraged to be job 

creators.  

7. Development of decision-making and teamwork skills: To facilitate the development of problem-solving and decision-

making skills, enable teamwork & collaboration culture to promote research, academic and professional developments. 

8. Cultivate a sense of Social Imagery and Citizenship Responsibility: To develop a sense of social imagery (issues) and 

philanthropic versatility among the graduating students that will facilitate towards the development of an attitude towards 

citizenship responsibility.  

9. Stimulate collaborative influence: To promote HEIs collaboration, industry- academia partnership will be developed to 

provide collaborative internships, apprenticeships, and research opportunities to the students in the predefined areas of 

importance which will lead institutions, universities, organisations, academicians, and students to collaborate on how to 

learn with one another.  

10. Enhancing professional competency: The internship should not only focus on employability or research capabilities; 

there is also a need for professional principles, ethics, values, and integrity which will enable them to gain perspective, 

practice, develop as competency and perform professional tasks in the way that the employment market demands. 
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ORGANISATIONAL STRUCTURE OF INTERNSHIP EXECUTION 

 

           

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Principal 

Head of Departments 

Internship Providing Organization (IPO) 

Institutional Supervisor 

IPO Supervisor 

Internship Aspirant 
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WORK PLAN 

Step 1 :  Head of the Institution will write a request letter to IPOs to allot various  

slots for Internship periods for the students. 

 

Step 2 :  The IPO will confirm the training slots and number of seats allocated for  

internships via Confirmation Letter mentioning assigned IPO. 

 

Step 3 :  Based on the number of slots agreed by the IPO and depending on their  

preference the Department will allocate the students to the IPO. 

 

Step 4 :  Students on joining the training at concerned IPO, submit the Joining Report  

to the HoD. 

 

Step 5 :  Supervision and monitoring, performance evaluation of students will be 

done daily and periodically by the IPO Supervisor and Institutional 

Supervisor. 

 

Step 6 :  Students will maintain records of the daily activities, relevant documents 

including complete report and feedback form. 

 

Step 7 :  Training Certificate is obtained from the IPO. 

 

Step 8 :  Submission of Internship Report by the student. 

 

Step 9 :  Receipt of Performance and Evaluation Reports from IPO Supervisor. 

 

Step 10 :  Final evaluation of the Internship. 
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STUDENT’S PARTICULARS 

 

1.   Name : 

2.  Registration No. : 

3.  Course & Year : 

4.  Subject combination in UG Course : 

5.  Contact Address of the Student : 

 

6.  Guardian’s/Parent’s Mobile Number : 

6.  Student’s Mobile Number  : 

7.  E-Mail    : 

8.  Details of Institution Supervisor : 

 

 

 

 

       SIGNATURE OF THE STUDENT 

 

 

 

Student’s recent 

passport size 

photograph 
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PROFILE OF THE ORGANISATION 

 

1.  Name of the Organisation (IPO) : 

2.  Year of Establishment   : 

3.  No. of Employees   : 

4.  Vision and Mission   : 

 

 

5.  Nature of Work/Activity  : 

 

 

 

5.  Name and Contact details of the Chief Functionary of IPO : 

 

6.  Name & Designation of the IPO Supervisor : 

 

7.  Contact details of IPO Supervisor (Mobile Number & E-mail id) : 

 

 

 

 

Signature of the Student    Signature of the IPO Supervisor 

 

Signature of the Institution Supervisor  Signature of the HoD 
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INTERNSHIP CONFIRMATION CERTIFICATE 
(Copy of Internship confirmation Letter from the IPO duly mentioning the assigned Supervisor’s 

name and designation) 
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DEPARTMENT OF 

 

SAO CHANG COLLEGE, TUENSANG. NAGALAND-798612 
B.Sc./B.A. DEGREE INTERNSHIP PROGRAMME 2024-25 

JOINING REPORT 

 
St

u
d

en
t 

d
et

ai
ls

 

Name: Roll Number: 

Contact Address while at Internship 
Placement: 

 
 
 
 
 Mobile No.: 
 
 Email: 

Permanent Address:                 
 
 
 
 
 
Guardian/ 
Parent’s Contact 
No.: 

 
D

et
ai

ls
 o

f t
he

 IP
O

 S
up

er
vi

so
r 

Complete Official Address of IPO: Date of Joining by Student: 

Area/Department in which attached: 
 
 
 

Name of IPO Supervisor: Designation of the IPO Supervisor: 

Phone No.: Fax No.: E-Mail: 

Pr
oj

ec
t 

D
et

ai
ls

 

Topic of Study: 
 
 

 
 
 
 
Signature of Student 

 
 
 
 

Signature of IPO 
Supervisor 

 

 
 
 
 
 
Office Seal 
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TABLE OF CONTENTS FOR INTERNSHIP 

Sl.No. Date Time Nature of Works/Activities 
1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12    

13    

14    

15    

16    
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ATTENDANCE REGISTER 

(To be filled by the Student and should be Authorized by the IPO Supervisor) 

Day Date Time-in Time–out Signature of  
IPO Supervisor 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

11     

12     

13     

14     

15     

16     

17     

18     

19     

20     

 

OVERALL COMMENTS ABOUT THE ATTENDANCE BY IPO SUPERVISOR 

 

 

 

 

 

Name & Signature of the IPO Supervisor with Official Seal 
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DETAILS OF INTERNSHIP PROGRESS ON DAILY BASIS 

Day 1 Date: 

Activities of the Day 

 

 
 
 
Signature of the Student 

 
 
 
Signature of the IPO Supervisor with Seal 

 

 

Day 2 Date: 

Activities of the Day 

 

 
 
 
Signature of the Student 

 
 
 
Signature of the IPO Supervisor with Seal 

     
  Note:    Students can add more pages till the last day of Internship.  

                          Supplement with Photos where ever applicable. 
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FOR THE USE OF IPO SUPERVISOR ONLY 

(General Comments on participation & performance of the Interns) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name and signature of the Supervisor     Organisation Seal with date 
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FOR THE USE OF INSTITUTION SUPERVISOR ONLY 

(General Comments on participation & performance of the Interns) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name & Signature of the Supervisor     Date: 

 

 

 



16 
 

 

UPON COMPLETION OF THE INTERNSHIP 

STUDENTS MUST SUBMIT THE REPORT AS PER THE FOLLOWING TEMPLATE 

 

DEPARTMENT OF 

………………. 

SAO CHANG COLLEGE, TUENSANG. NAGALAND-798612 
B.Sc./B.A. DEGREE INTERNSHIP PROGRAMME 2024-25 

 

 

INTERNSHIP REPORT 
Submitted in Partial Fulfilment of the requirement for the B.A/BSc. Degree 

 

Submitted by 

 
Name                                     Roll No. 

 

 
SL.NO. CONTENTS PAGE NO. 
1 ACKNOWLEDGEMENTS  
2 SUMMARY  
3 IPO PROFILE  
4 ACTIVITIES UNDERTAKEN WITH BRIEF DESCRIPTION  
5 LEARNING OUTCOME  
6 REFLECTION ON THE INTERNSHIP  
7 CONCLUSION  
8 DOCUMENTS TO BE ENCLOSED INTERNSHIP COMPLETION 

CERTIFICATE 
 

ATTENDANCE REGISTER  
DAILY PROGRESS REPORT  
FEEDBACK FORM  
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STUDENT FEEDBACK  
(to be filled by the student) 

Internship has; Strongly 
agree 

Agree No 
opinion 

Disagree 

Given me the opportunity to explore a career option     
Helped me to understand the nature of working with 
others 

    

Build my confidence to work in new situations     
Given me a chance to improve my interpersonal skills     
Helped me learn to handle responsibility and use my time 
wisely 

    

In what areas did you most develop and improve? 

 

 

 

 

Based on your experience, give suggestions to improve the Internship program. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature of Student with date 
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SAO CHANG COLLEGE, TUENSANG NAGALAND-798612 
INTERNSHIP PROGRAMME, 2024-25 

PERFORMANCE REPORT 
(to be sent to the respective Head of Department) 

 Student 
Name: Roll Number: 

 
H

os
t 

O
rg

an
iz

at
io

n
 

Complete Official Address: Date of Joining by Student: 

Field/Department in which attached: 
 

  Date of Leaving: 

Name of Organization Supervisor: Designation: 

Phone No. Fax No. E-Mail: 

Project 

Details 

Topic of the study: 

 
In

te
rn

sh
ip

 p
la

ce
m

en
t 

fe
ed

ba
ck

 a
t 

IP
O

 

Consultation made/Discussion had with the 
Organization Supervisor 

(Please Tick the Relevant Box) 
 Frequent 
 Occasional 
 Very Less 

Learning Skills during the Placement 
 Excellent 
 Fair 
 Poor 

Ability with which the works assigned were 
completed 

 Excellent 
 Fair 
 Poor 

Commitment & interest shown by the 
student in learning & carrying out the 
duties assigned to them 

 Excellent 
 Fair 
 Poor 

Contribution made in understanding the 
Problem taken for Project 

 Excellent 
 Fair 
 Poor 

Problem solving ability of the Intern  Excellent 
 Fair 
 Poor 

 
 
Signature of IPO Supervisor 

 
 
Office Seal of Organization 

NOTE: Any further Confidential Performance report of the student can be sent to the respective Head of Department, Sao Chang 

College, Tuensang; Nagaland. 
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INTERNSHIP EVALUATION FORM -I 
(FOR IPO SUPERVISOR ONLY) 

 
Sl.No. 

 
Name of the Student 

Total Marks : 30       ( 10+10+10 = 30 )  
Continuous Evaluation 

(10) 
Regularity 

(10) 
Timely Completion 

(10) 
  

 
   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

 
 

    

Note: This page is Confidential and must be submitted to IPO Supervisor by the HoD concerned along with a self-addressed sealed 

envelope. To be returned back to the HoD after evaluation by the IPO Supervisor. 

 

 

 

 

 

 

 

Name & Signature with Seal 

IPO Supervisor 
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INTERNSHIP EVALUATION FORM-II 
(FOR INSTITUTION ONLY) 

 
Sl.No. 

 
Name of the Student 

Total Marks : 70       ( 20+30+20 = 70 )  
Effectiveness of Report 

Writing/Writing Skill (20) 
PowerPoint presentation & 

Clarity of work performed (30) 
Viva 
Voce 
(20) 

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

 
 

    

Note: This page is Confidential and must be submitted to the HoD concerned. 

 

 

 

 

 

 

 

Name & Signature with Seal 

Institutional Supervisor 
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INTERNSHIP COMPLETION CERTIFICATE 
(Copy of Internship completion Letter from the IPO to be pasted here) 
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Internship course available for the academic year 2024-25 

under various Internship Providing Organization (IPO). 
Course Code
  

Thematic Intervention Organization Intake 
capacity 

Remuneration to Trainers 
& other logistic expenses 

025-A 1. Livelihood promotion 
2. Women Cooperatives through 

Micro financing 
3. Rural Health Care 
4. Education 
5. Water and Sanitation 

Eleutherous 
Christian 
Society (ECS), 
Tuensang 

Intake and 
Curriculum 
will be 
decided by 
the 
Organisation 

Decision through 
respective Head of 
Departments. 
 
Transportation, Food, 
Accomodation. 

025-B 1. Mushroom cultivation 

2. Beekeeping 

3. Vermicomposting 

4. Livestock production and 

management 

5. Poultry production and 

management 

6. Kitchen garden 

7. Value addition 

8. Winter crop cultivation 

9. Cereal crop cultivation 

10. Protected cultivation 

Krishi Vigyan 
Kendra (KVK), 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
 
Transportation, Food, 
Accomodation. 
 
 

025-C Sewing Technology Industrial 
Training 
Institute (ITI), 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
Transportation, 
Consumable expenses, 
Daily Remuneration to 
Trainers. 

025-D Wood Work Technician Industrial 
Training 
Institute (ITI), 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
Transportation, 
Consumable expenses, 
Daily Remuneration to 
Trainers. 
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025-E Electrician Industrial 
Training 
Institute (ITI), 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
Transportation, 
Consumable expenses, 
Daily Remuneration to 
Trainers. 

025-F Diesel Mechanics Industrial 
Training 
Institute (ITI), 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
Transportation, 
Consumable expenses, 
Daily Remuneration to 
Trainers. 

025-G Advances in microbiology and 
molecular techniques 

Integrated 
Molecular 
Diagnostic and 
Research 
Laboratory, 
District Hospital 
Tuensang 

5 Decision through 
respective Head of 
Departments. 
 
Food, Consumable 
expenses. 

025-H Introductory course on Cybercrime Office of the 
Superintendent 
of Police, 
Tuensang 

20 Decision through 
respective Head of 
Departments. 
 
There will be a screening 
test for Computer 
Application aptitude. 

025-I Basic course on Modern farming 
technique and sustainable resource 
management 

District 
Agriculture 
Office 

20 Decision through 
respective Head of 
Departments. 
 
Transportation to & fro 
Tuensang village and 
Helipong village, 
Food/Tiffin. 

025-J Social Welfare Programs with special 
reference to Empowerment of Women 

District Hub for 
Empowerment 
of Women, 
Office of the 
Deputy 

40 Decision through 
respective Head of 
Departments. 



24 
 

Commissioner, 
Tuensang 

026-K Introductory Course on Computer 
Applications 

Digital Morung 25 
 

Decision through 
respective Head of 
Departments. 
 
25 seats (summer 
vacation) at 3rd NAP Saksi 
Office. 
10 seats at Town Office. 
 
Course fee of Rs.500 per 
intern. 

Note: 

1. Student has to bear expenses for food, accommodation and remuneration to trainers, where ever 

necessary.  

2. Student can contact the department HoD, for all necessary guidance. 

 

 

 

Principal 
Sao Chang College, Tuensang  
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Mechanic Diesel 
 

         Curriculum/Syllabus 
 
Duration :  
 
 
Sl.No Duration Topic Practical 
1.  Introduction to basic service and 

Maintenance, Possible break down 
related issues. 
 

 

2.   Workshop Safety Precautions - Uses of safety gears 
- Care for individuals 
- Care for Tools and 

Equipment 
- Care for the Job. 

 
3.  Mechanical/ Hydraulic lifts - Procedure for using 

Hydraulic Jacks/ 
Mechanical Jacks etc 

 
4.   Minor external components 

inspection 
- Testing and checking of 

external parts such as 
brake pad/Liners, fluid etc 

- Fan belt tension, Air filter, 
Diesel Filter, Petrol filter, 
Oil Filter etc 

 
5.   Replacement of parts/components - Cleaning/ rectify/ replace 

and refitting 
 

6.  Lubrication - Top-up Fluid/ replace if 
necessary 

 
7.  Final Check up 

 
 
 

8.  Final test drive  
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Material Requirements and approximate cost sheet. 
 

Sl. No Particulars Cost 
1.  Engine Oil 

 
500 

2.  Gear Oil 
 

500 

3.  Brake/Clutch fluid 
 

500 

4.  Power Steering oil 
 

500 

5.  Diesel 
 

300 

6.  Petrol 
 

300 

7.  Grease 
 

300 

8.  Gaskets/Gasket gum 
 

200 

9.  Emery paper 
 

200 

10.  Goggles 
 

500 

11.  Hand Gloves 
 

500 

12.  Waste Cloth 
 

 

13.  Coolant 
 

500 

14.  Distilled Water 
 

200 

 Total Estimate Rs. 5000/- 
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