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Standard Operating Procedure for Internship
For SHASTRI / B.A./B.SC.And ACHARYA / M.A. /M.S.C.

1. Introduction

Internship aims to produce professionals, those can be appointed in various centers at lower
positions. With time and after gaining experience they will move further up in position. They
can also be self-employed by providing services, even open their own start-ups. Students can
be introduced and exposed to work culture, routines, and practices by placing them as interns
in different working environments. The internship has also been emphasized in the New
Education Policy (2020). It also directs to have a component of practical in all the programmes.
Internship will expose the students to translate their learning into work/job and also consolidate
their practical learning during the internship. It is necessary to introduce the student to the
concept and need for an internship. S/he needs to be sensitized to the need, objectives, and
process of an internship.

2. Standard Operating Procedure (SOP)

The SOP has been designed to guide all those who are involved in the internship programme.
The SOP provides step-by-step instructions and guidelines for the students/interns as well as
for Campus co-coordinators and training Supervisors as per the needs of the course curriculum.

3. SOP for Internship

a) Faculty will apprise the students about the internship modalities, guidelines,
workbook writing, and assessment mechanisms.

b) Students will be attached to centre/campus at a particular city/town for under taking
the internship. Students will perform the activities step by step as given in respect of
subject of the Graduate and Post Graduate programmes.

¢) The internship schedules will be informed by campus authorities. Placement cell of
the campuses will attach the students to different organizations, like Central Sanskrit
University Campuses/Army/Navy/Air-force, trust run temples/ institutions etc. and
put the information on the website of the respective campuses.

d) The organization/institution should provide a training supervisor to provide the
intern with suitable guidance/instruction that will be handled by the intern under
his’/her supervision and try to provide the learner with a diverse working
environment. The training supervisor will evaluate the intern on the basis of his/her
sincerity and professional competence, on the basis of assessment (taking of assigned
work, examination of work, interview, etc.).

¢) Ifthe learners face any difficulties/ problems/conflicts at the organization/institution,
the same may be reported to the campus authorities. The campus director may then
discuss the matter with the learner as well as the supervisor in the concern
institution/organization and try to sort out the problem. If any organization selected
initially does not provide the needed exposure to learners,
the same can be given up and another similar organization may be selected in place
of it. The internship is to be carried out by a student in only one organization/
institution.



f) Working or sponsored candidates of the internship programme may/will fulfill the
criteria of internship in their respective organization subject to the fulfillment of other
formalities.

g) During the course of the internship, the intern is expected to regularly interact and
report about the work done by him/ her to the training supervisor, who in turn will
discuss the cases with the learner and clarify any doubt in the learner’s mind. The
report pertaining to the work done is to be corrected by the training supervisor. The
training supervisor is expected to evaluate the learner on the basis of the workbook,
a report written, work done by the intern, and the overall understanding of the intern.

h) The learners will learn and acquire skills and professional acumen from under-trained
practitioners in the concerned setting. There will be one-to-one supervision and the
intern will be closely supervised by the training supervisor who will give them
feedback about their performance.

i) The intern will maintain and complete a workbook based on the work performed
during the training. It will be authenticated with remarks by the internship supervisor
about his/her performance during the internship.

Requirements for the Training Host/Organization

a. The interns shall be provided the internship opportunity under different
organizations, like, CSU Campuses/Army/Navy/Air-force, trust run
temples/ University/ Institutions etc.

b. Instruction to the interns may be provided in the Sanskrit/Hindi/Regional
Language/English.

. Qualification of Internship Supervisor

a. The Training Host/Organization shall provide a professional qualified training
supervisor.

. Schedule of Internship

a. A student will be placed for an internship for the period specified by the
university.

b. The details of schedules of internship for the year 2023-2024 onward is
attached with this as Annexure-1V (f&Rrr)

. Instructions for the Intern

a. Once the centre for the internship has been identified and assigned, the student
should present herself/himself at the centre/ institution (for the scheduled duration).

b. Students will get the workbook authenticated periodically by the Supervisor
allotted to them.

¢. It will be mandatory for the students to submit a workbook after the completion of
internship to the respective campus. A detailed internship report in prescribed
format should also be submitted at the campuses.

-
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While submitting the Workbook, students are required to enclose a “Certificate of
Originality of Workbook™ which should be authenticated by the Supervisor in the
prescribed format.

At the time of internship students will maintain decorum and discipline.

8. Don’t/do’s

a) The student should not abstain from training during the period of internship.

b) Interns should not damage the property of the training institute/organization,

otherwise, they will be held responsible and the loss if any may be recovered by the
said organization.

¢) After completion of the internship intern shall not claim to have full-time

engagement otherwise.

9. Evaluation

a. Evaluation by Internship Supervisor: An Internship report in a prescribed format

(along with a workbook) and the conduct/performance during the internship period
has to be submitted by the learner that will be evaluated by the Internship
Supervisor of the Training Host/Organization. This internal assessment (workbook)
will carry 30% weight age.

(Note: The Learner should keep a photocopy of the Internship Report/workbook
before submitting it to their campus.

b. External Evaluation: The internship report will be sent to an evaluator for
evaluation. This evaluation will carry 70% weight age.
EVALUATION SCHEME (for total 2, 4 and 6 Credits)

S.No. | Evaluation Component 6 Credits 4 Credits | 2 Credits
Marks Marks Marks

1 Introduction 10 8 4

2 Description of the Work conduct 50 30 15

3 Learning Outcomes 10 8 4

4 Conclusion, Suggestions 20 14 7

and Presentations

(A)Total (External Evaluation) 90 Marks 60 Marks | 30 Marks

(B) Total (Internal Evaluation) 60 Marks 40 Marks | 20 Marks

(C) Total of A+B 150 Marks 100 Marks | 50 Marks

The minimum qualifying mark for internship is 50%.

.




10. Attendance
An intern attached to the training host/ organization will present herself/himself during
the whole duration of the training without fail. However, for unseen reasons, sthe may
be allowed leave on valid grounds and leave should be approved prior by the competent
authority.

11. Maintenance of Records
An intern is required to prepare the following documents:

a. Work book: Students will write a workbook based on activities and
assignments to be provided by the training host/organization. Students will —
workbook on a day-to-day _basis~based on their work experiences and
discussions with the internship supervisor and peer group learners. Students
are required to give a declaration that the Workbook written by them is original
and not copied from any other source. No other format will be provided.
Students are required to submit workbook of the internship at the campus. They
need to keep a photocopy of their workbook and lnternshlp report before
submission to the campus.

b. Detailed Report: The intern will submit a detailed project report based on the
assignments and tasks completed during the training period and recorded in
the workbook. Please submit the detailed report and the complete
workbook at your campus. You are advised to keep a copy of these two
documents with you before submitting Internship report which will be further
evaluated by evaluators.

1. Prof. Pawan Kumar, Controller of Ex
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Annexure-I

Internship Report

A report submitted in partial fulfillment for the Award of Degree of
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CERTIFICATE OF INTERNSHIP
This 15 to ‘certily that MEIME e student of ‘Clags.. iciivimeaniiisss Year.....ooveeninnnnn, of
.................. Campus/Affiliated Institution bearing enrollment number........................has successfully
completed the internship
ey o B T e B O S
Internship Supervisor Director/Principal
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Annexure-II1

Contents of Report
(to be prepared by Student)

I. Acknowledgments
2. Abstract (within 200 words)

3. Introduction- Briefly introduce the internship as a concept, its
objectives, functions and benefits

4. Name of the Institution

5. About the Institution/ Organization—Please describe in your words.

6. Description of the work conducted- Please describes in detail the activities
under taken by you while learning and practicing the routines, operations,
procedures, etc. You may mention here exactly the activities that you under
took during the100 hours of your internship.

7. Benefits to the Institution through the internship

8. Learning Outcomes— Please state in clear terms the learning that you had
while working in the institute/ organization. You may mention the learning
in terms of the knowledge gained, skills learnt and your overall experience.
Finally the description should conclude your ability to perform different
tasks. Also mention whether you will be able to do them independently or
under the supervision of a senior.

9. Conclusion:- Provide a conclusion of all the aspects mentioned in the
above paragraphs. You may add here the views of excerpts from the
literature with reference for any critical comments. Suggestions-Based on
your observations, user feedback and experience of your working in the
library give suggestions here.

10.Appendix- Documents to support your description in the report, like
images showing your work under taken, etc.



