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INTRODUCTION

The rise in global competition has prompted organizations to devise strategies to have a talented and
innovative workforce to gain a competitive edge. Developing an internship policy is an impactful
strategy for creating a future talent pool for the industry. The Internship program not only helps
fresh pass-outs in gaining professiongl know-how but also benefits, corporate on fresh perspectives

on business issues and even discovering future business leaders.

OBJECTIVES

Internships are educational and career development opportunities, providing practical

experience in a field or discipline. They are structured, short-term, supervised placements often
focused around particular tasks or projects with defined timescales. An internship may be
compensated, non-compensated or some time may be paid. The internship has to be meaningful
and mutually beneficial to the intern and the organization. It is important that the objectives and
the activities of the internship program are clearly defined and understood. Following are the

intended objectives of internship training:

« Will expose Technical students to the industrial environment, which cannot be simulated in

the classroom and hence creating competent professionals for the industry.

« Provide possible opportunities to learn, understand and sharpen the real time technical /

managerial skills required at the job.
« Exposure to the current technological developments relevant to the subject area of training.

« Experience gained from the ‘Industrial Internship’ in classroom will be used in classroom

discussions.

« Create conditions conducive to quest for knowledge and its applicability on the job.
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Internship / Industrial Training Policy B.Tech — CSE, CSE (AI/ML)

Year

Tentative Month

No. of days

Duration

Details

June- July

07-15 days

30 -50 hrs
(4 hrs per day)

Mini Project Approved by DIC/
HOD. (30 hrs)

Presentation on emerging / latest
technologies along with 15-20
pages report.

Literature Review (10 hrs)
(Annexure — VI)

MOOC’s (10 hrs) (Annexure — VI)

Year

Tentative Month

No. of days

Duration

Details

nd %

June- July

30-35

150 - 180 hrs
(5 hrs per day)

Professional / industrial Training
opportunities to be provided by
T&P Cell (150 hrs)
Literature Review (20 hrs)
(Annexure — VI)

OR
Curriculum Based LinkedIn
Courses (20 Hrs)
MOOC’s (10 hrs)
(Annexure — VI)

Year

Tentative
Month

No. of days /
week

Duration

Details

';rd *

June- July

04 weeks

150 - 180 hrs
(5 hrs per day)

Professional / industrial Training
opportunities to be provided by
T&P Cell (150 hrs)

MOOC’s (10 hrs) (Annexure — VI)
Finishing School (30 hrs)
(Annexure — VII)

* (As per DCRUST, after completion of the 4™ /6™ semester examination, the students shall proceed for their Professional Training of at
least 4 weeks from industry, institute, research lab, training centre etc.)

4th

1) After completion of the 7th semester examination, the students having CGPA of minimum 7.0 till 6® semester with no

backlog will only be eligible for Professional Training during complete 8" semester.

2) Internal evaluation of Professional Training will be carried out 4 times in a semester at department level.

3) A super

visor/ DIC will be allotted from the department to monitor the progress of students during the training.
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Internship / Industrial Trainﬁng Policy — Computer Applications (BCA & MCA)

Year Tentative Month No. of days Duration Details
» Mini Project Approved

by DIC / HOD. (30 hrs)

= Presentation on emerging
/ latest technologies
along with 15-20 pages

BCA - 1* June- July 07-15 days 30- 50k report.
(4 hrs per day) = Literature Review (10
hrs) (Annexure — VI)
= MOOC’s (10 hrs)
(Annexure — VI)
Year Tentative Month No. of days Duration B Details
) = Extn. Of Mini Project as
of 2"dsem (80 hrs)
* Finishing School
(30 hrs)(Annexure — VII)
BCA -2 June- July 30-35 150 - 180 hrs = Literature Review (20
(5 hrs per day) hrs)(Annexure — VI)
= MOOC’s (30 hrs)
_ (Annexure—VI)
Year - BCA — 374

1) After completion of the 5t semester examination, the students having CGPA of minimum 6.0 till 4th semester with no
backlog will only be eligible for Professional Training during complete 6" semester.

2) Internal evaluation of Professional Training will be carried out 4 times in a semester at department level.

3) A supervisor/ DIC will be allotted from the department to monitor the progress of students during the training.

- * Research

Methodology

Courses (Online

platform like

07-15 days 30-50 hrs Linkedin, NPTEL,

(4 hrs per day) Coursera etc.)

= Literature Review of
some recent
technologies and
publish review paper.

Year - Tentative Month No. of days Duration i Details

MCA - I* June- July

Internship Policy
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Internship / Industrial Training Policy — School of Business (BBA & MBA)

Year Tentative Month No. of days Duration Details

» LinkedIn learning
Courses Curriculum
based Approved by
DIC / HOD.(20 hrs)

BBA - ¥ June- July 07-15 days 30 - 50 hrs = FLTP (20 hrs)or3

(4 hrs per day) Crash Courses (6hrs)
(Annexure — VIII)

= Literature Review (10
hrs)(Annexure — VI)

= MOOC’s (30 hrs)
(Annexure — VI)

Year Tentative Month No. of days Duration _Details

* [Industrial Training
opportunities to be

. provided by T&P Cell (220

BBA - 2" * June- July 06 - 08 week 220-250 hrs hrs)

( 4 hrs per day) » Literature Review (20
hrs)(Annexure — VI)

*  Finishing School (30 hrs)
(Annexure — VII)

*(As per DCRUST, after completion of the 4 semester examination, the students shall proceed for their Summer Internship of 6-8

weeks duration)

Year Tentative Month No. of days / Duration Details
: week

= Industrial Training opportunities
to be provided by T&P Cell

. (220 hrs)
MBA - I* June- July 06 - 08 week 220-250 hrs = Literature Review (10 hrs)
(4 hrs per day) (Annexure — VI)

= Finishing School (30 hrs)

_ (Annexure —VII)

** (As per DCRUST, after completion of the second semester examination, the students shall proceed for their Summer lr{ternship of
6-8 week duration.)

FLTP: Financial Literacy Training Program

DIC: Departmental Internship Coordinator

MOOC’s: Massive Open Online Courses.
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Internship / Industrial Training Policy

B.Arch (As Per COA & DCRUST Norms)

1. Training Schedule
2. Rules and Regulations
3. Mode of Submission and Allocation of Marks
4. Joining Report
5. Monthly Progress Reports
TRAINING SCHEDULE
GENERAL INFORMATION

Commencement of Practical Training:
Duration of Practical Training:
Date of Submission of Portfolio:

Date of Viva—Voce:

Immediately after the university examination
24 Weeks

To be finalized by the University.
As and when notified by the University.

SCHEDULE FOR PROGRESS (PERIODIC) REPORTS -

A signed and stamped copy of Periodic reports in the prescribed pro-forma should be mailed by registered
post/speed post by the dates mentioned below so as to reach the college office within a week of date of dispatch.
Any dispute on account of postal delay will be considered only on the production of postal registration receipt by the
student. The monthly report can be submitted by hand to the department office by 5:00 PM on the mentioned date.

S. No. [Submittals Schedule of submission Marks
1 Form 1: Parents’ consent On or before 26th June 2024 10
2 |Form 2: Approval of Training Office lOn or before 3rd July 2024 10
3 |Form 3: Joining Report Between 3rd July to 10th July 2024 10
4  |Form 4a: Progress Report for July Between 3rd Aug to 10th Aug 2024 10
5 Form 4b: Progress Report for August Between 3rd Sep to 10th Sep 2024 10
Form 4c: Progress Report for ' )
6 Sepitember Between 3rd Oct to 10th Oct 2024 10
7  |Form 4d: Progress Report for October Between 3rd Nov to 10th Nov 2024 10
Form 4e: Progress Report for
8 S——— Between 3rd Dec to 10th Dec 2024 10
Form 4f: Progress Report for
9 December/January Between 3rd Jan to 10th Jan 2025 -
10 |Experience letter Prior to Practical Examination
NOTE:
1. Reports complete in all respect and received by the prescribed last date of receipt in the college will
get full credit
2. Reports received after the prescribed date will not be given any credit.

RULES AND REGULATIONS

Every student after appearing in the sixth semester B Arch examination is required to undergo practical training for

a period of 24 weeks or one complete Semester.

CHOICE OF FIRM

a) Architects under whom the training is to be undertaken shall be registered with Council of Architecture and
the minimum experience of the said Architect should be no less than 10 yhars on the basis of CoA

registration.

Internship Policy
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b) Students should intimate to the college office and obt
of joining.

c) The Principal, GCAD reserves the right to ask the student to change the office if deemed necessary.

ain approval of the Principal, GCAD within one week

CHANGE OF OFFICE AND ADDRESS

a) Studen_ts shquld not change the office they have joined. Any change, if totally unavoidable shall be made
only with prior permission of the college authorities and the earlier office.

b) Any Change of address/communication details should be intimated to the college authorities.

LEAVE RULES

a) Lea-vc.z up to a total of 6 days only can be allowed (subject to the approval of the Firm)in
addition to the Gazetted Holidays of the organization concemed. All leaves taken during the training period

have to be notified in the monthly reports and a proper leave account shall be made available to the
College.

PROGRESS REPORTS & VIVA-VOCE

a) Regular progress reports are to be submitted to the college office every month as stipulated in the
schedule of submissions. (Refer Form 4),
b) The submission is to be made as mentioned in detail in the "Mode of submission".
<) The system of marking the reports and other submission has been elaborated in the "Allocation of Marks".
IMPORTANT
1. All correspondences should be done through registered/speed post. The envelope shall be marked as “training
information”.
2. Students are advised to select office/firm carefully keeping the instructions issued during the practical training
orientation session.
3. Students are advised to avoid offices working on outsourcing projects.
4. In case any student fails to complete his/her training or in university exam, he/she willnot be allowed to do his/her
dissertation in the next semester
5. Email based communications shall be done strictly within the deadlines mentioned.
6. Students are expected to behave like professionals. The college will take strong action against the student if any
official complaint from the firm related to inappropriate or unprofessional behavior is received.
7. The institute will keep the internal viva dates close to, external viva dates, it is mandatory to attend both the viva’s.
8.

In regard to student’s excellent performance and professional conduct, students can seek letter of recommendation
(optional) from architect’s office.

Maintaining communication with the training coordinator is essential.

10. All correspondence should be addressed to the principal, Gateway College of architecture and design, gateway

campus, sector 11, Sonipat. 131001

PRACTICAL TRAINING SCHEDULE

MODE OF SUBMISSIONS & ALLOCATION OF MARKS

The total marks assigned to the Practical Training in the Scheme of examination are 300 of which 150 are
sessional marks. These shall be distributed as detailed below:

A. PERIODIC REPORTS & SUBMISSION (Sessional Assessment) 150

B 1. Undertaking by parent (Form 1) 10

- 2. Approval of Training Office (Form 2) 10
3. Joining Report (Marks awarded to reports submitted in time) (Form 3) - 10
4. Monthly Progress Reports 10 marks each (Form 4) - 50
5. Training Experience Certificate - S
6. Training Portfolio 20
7. Building Report - 15
8. Building Matenal Report ) 15
9. Detailing Report ) 15

Internship Policy
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B. WORK TO BE PRESENTED FOR THE VIVA-VOCE150

The following work done by the student during the office hours must be
submitted.

a) All drawings, Presentation Drawings, Models, Submission drawings , Working
Drawings, Base drawings and details

b) Building study, Building material study, detailing study

NOTE

The Maximum number of prints to be submitted at the time of viva-voce is restricted to 25

prints for Final A3 Portfolio and 20 prints for each A4 Building study, building material

study, detailing study Report which shall be attested by the employer. The Portfolio prints

should cover the important projects the student has worked on during the training and

should be representative of the work done by the student during the training period.

C. BUILDING STUDY

a.  The building study shall be a critical appraisal of one of the noted buildings/major projects
designed and supervised by the Firm in which the candidate has undertaken training.

b.  This report is to be submitted on a standard A-4 size with hard cover binding on the longer
side.

¢.  This study and analysis shall be put under following heads: a) Context, b) Space analysis, ¢)
Circulation, Form, d) Built in furniture, €) Services, f) Constructional Techniques g)
Construction technologies used any other specific features. The selection of the building
must be made within a fortnight of joining the office.

D. BUILDING MATERIAL STUDY
The Building Material study shall include pertinent data characteristics and rational
application of the contemporary building materials in any project done by your office.

E. DETAILING STUDY '

The detailing study shall deal with the various aspect of an interesting details done by the
firm where the candidate has done the training. You may include details of another project
also.

The monthly report should carry details of the study done each fortnight failing which the

marks for this section will be affected. Photocopy of a certificate from the employer after the

completion of the training shall be submitted along with the Final Progress Report at the
/Iime of Viva-voce.

Internship Policy Page 9
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FORM 1

PRACTICAL TRAINING PROGRAMME
UNDERTAKING

Name of Student

To:
The Principal

Gateway Col| ege of Architecture and Design,
Sonipat. 131001

Dear Sir/Madam

I et father/mother of student of Gateway College of Architecture anq Design (GCAD)
will ensure that my ward will undertake the training/ internship at my risk:

a) [ undertake to indemnify the college or the University and shall not hold them responsible for any untoward
incidents as a result of our decisions.

b) Should there be a change in situation due to pandemic or other circumstances, we will observe the
guidance issued from the Univcrsity/CoHege from time to time as the case may be

Name of the Student, Name of Father/ Mother i}

University Roll Number “Mobile i

Mobile E mail id _ i

E mail id

Signature of the student. Signature of Father/ Mother
............................................... 3

Date Date

Internship Policy 7 Page 10

C} Scanned with OKEN Scanner




FORM 2

To:

The Principal

Gateway College of Architecture and Design,
Sonipat. 131001

Approval of offer of Internship

Ma’am,

[ have received an offer to work as a student trainee in the office of/architectural firm:

and would like to seek your approval for apprenticeship.

1. Period of Internship,

2. Emoluments fixed

The above-mentioned firm has been in existence for years.

The principal architect possesses a professional experience of years.

Yours faithfully,
Name ) ~ B ‘
(Signature) Mobile ’
Roll No. ’ E Mail
Place Date
Certified that the information given above is correct.
(Employer's Name with office stamp). (Employer’s Signature)
Mobile E Mail
Council of Architecture Employers Educational
Registration No., Qualification
o . \‘_— -— — - - —— —— -
Internship Policy Page 11
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Dated

FORM 3

GATEWAY COLLEGE OF ARCHITECTURE AND DESIGN, SONIPAT

Name of student

PRACTICAL TRAINING PROGRAMME

JOINING REPORT

Roll No.

Address during training

Contact No. during training

E-mail ID of student

Name of Office

Address of Office

Name of Principal Architect

Office Phone Numbers

Office E-mail ID

Joining Date

Stipend Fixed

OFFICE CERTIFICATE

Dated

Internship Policy

(Trainee's Signature)

[ hereby certify that Mr. / Miss has joined my office/this firm as a student trainee and that the information supplied by
him/her is correct.

(Employer's Name and Signature with office stamp)

Page 12
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FORM 4

GATEWAY COLLEGE OF ARCHITECTURE AND DESIGN SONIPAT
PRACTICAL TRAINING PROGRAMME

PROGRESS REPORT: Month ‘

NAME OF STUDENT: ROLL NO.

Details of the project handled in this period:

Name of project:

Details about of the project undertaken (Project location, Stage of construction and your specific involvement)

Titles of drawings handled:

Your contribution in in the above-mentioned drawings:

Site(s) visited by you and your key learning: .

Date:
Signature of trainee
1. [ hereby certify that the information given by Mr./Ms,
is correct.
2. I hereby certify that Mr/Ms.
was on leave for days during this period. s
Employer’s Signature o Office Stamp

Photocopy of a certificate from the employer after the completion of the training shall be submitted along with the Final
Progress Report at the time of Viva-voce.

/

Internship Policy Page 13
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Responsibilitics of the Training & Placement (T&P) Cell for Industrial Relationship

Training and Placement Cell of GIET is a nodal point of contact for companies secking to establish a meaningful
relationship with the Institute. Training & Placement cell shall also design and implement internal curriculum,
take classes, arrange experts, arrange agency for student’s Personality Development, Improve Communication
Skills, Vocabulary, prepare students for Resume Preparation & Email Writing, Group Discussion, Interview
Skills, Aptitude Training & Practice Tests, Technical report writing, prescntation skills, Foreign Lénguages;
proficiency etc. The placement team consists of Professor In- charge, Faculty In-charge, Training and Placement
officer, Student coordinators and the secretariat.

The T&P cell will actively implement following roles and responsibilities for Internship:

*  The cell ensures that top notch opportunities to students where internship and Industrial trainings can be
offered. '

o The cell will invite Industries/Organization for Internship and Industrial trainings for a period of
minimum 4 to maximum 6 weeks or more. During their visit, the cell will be managing all relations
between the visiting companies and the Institute and will provide all the possible assistance to the
recruiters for Pre- Placement Talks, Conducting Tests and Interviews to the company personnel.

*  The cell will do collaborations or sign MoU with the required Industries/organization/Platforms for
availing internship and Industrial trainings opportunities for the students,

¢ For building relationship and understanding industry needs, the T&P cell officials will also visit

organizations. (In some cases visits can be planned with faculty mentors through one faculty one
industry scheme)

Roles and Responsibilities of the Industry / Organization

After the allocation of internship slots by the industry to the institute, the students have to be allocated to the
industry. In case the industry wants to select the students based on their requirements, the industry can conduct an
interaction/ interview with the students and select the students. Industry will be monitoring and evaluating
interns/industrial training as per their standard criteria. Still the organizations/Industry should maintain the basic
guidelines discussed as follows:

* The industry/organization will allot at least one mentor, who will be mentoring the interns in the
internship/industrial training tenure.
* Assigned Industrial mentor will monitor and evaluate the interns and also will share the assessment form

with the faculty mentor on completion of internship/industrial training, so that students can be groomed in

right direction.

«

* The industry/organization policies and job description should be clearly shared with the interns.
¢ Industry/organization must maintain the attendance record of the interns.
* To evaluate the student’s performance based on their experience with thestudents.

* To assist the faculty mentor/T&P cell officials in their visijt to your organization, as this is part of

internship evaluation process.

To issues an Internship/Industrial trafning/Projcct work completion certificate to the students.

Internship Policy - Page 14 i
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Roles and Responsibilities of the Department

The active involvement of concerned departments along with their internship committee and Department
internship Coordinator (DIC) / faculty mentor will add value to Internship. The departments will make

arrangements  for all those UG students who do not get any opportunity for industrial

training/Internship/Project work through T&P cell and assign Department Internship Coordinator (DIC) /

facultymentor to assist them for In-house training/internship program.

e [ead of concerned departments will be monitoring Internship.
F

e Department Internship Coordinator (DIC) / Faculty mentor will be allotted to cach student before ’
commencing of their internship. The mentors, who will visit the industry, guide and evaluatethem
during their internship tenure.

* For effective intern supervision, the Department Internship Coordinator (DIC) / faculties mentors
are expected to have discussion (Online) with the intern store view their progress on projects, and
provide them feedback.

¢ For conducting student’s Final assessment, the HoD will constitute different faculty groups (3 faculty

members recommended in each group),to evaluate the internship report/presentation of all the

students.

* Incase faculty mentor/HoD gets any disciplinary issue report/feedback fromthe industrial mentor,

it may be shared with T&P office.

Guidclines for Students

Internship/Industrial training offer great opportunities for them to learn in industrial environment without

being an employee of the company. Following are the guidelines for the students:
* Students should register themselves for participating in the internship drive
through Google form provided by T&P cell. )
® Selected students may collect their confirmation letter from the T&P cell (Refer Annexure -D
* Before starting their internship or Industrial training, every student should coordinate with their

department for assigning a faculty mentor to monitor and guide them, during their

internship/industrial training tenure.

® Students on joining internship/industrial training at the concerned Industry /Organization should
submit the Joining letters to their respective supervising faculty mentor and T&P cell with the
contact details of their internship supervisor. (Refer Annexufé"-'l'l)

® The training and Placement Cell will monitoring the internship and Industrialtraining process.

¢ The T&P cell guidelines will be applicable on the students throughout the process. Hence, they

must go through these guidelines before participating inInternship drive.

* Students may submit their Internship experience through the Student Feedback form (Annexure-
IV) to T&P cell for future reference.

® Switching from one internship to another type of internship is strictly not allowed.

*  Each student has to fill Daily-Log (Annexure-V) mandatorily and the regular monitoring of internship

\J / would be done through this daily log.

®  Each student has to produce a report (soft copy in MS Word Format), along with power point

Internship Polic}
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e Each student has to produce a report (soft copy in MS Word Format), along with power point
presentation during final evaluation of internship scheduled in semester by respective department.

e Producing Fake certificates of online internship in industry will not be considered during evaluation

and strict action as per institute discipline policy may be taken.

e Regular feedback will be taken from owner of the companies.
Evaluation

Evaluationprocessininternsprovidesthefeedbackaboutthestudentsperformanceis  meeting or  exceeding
employer standards, and in which areas they need to workharder or make adjustments (as well as
suggestions for what those adjustmentsmight be). While it is up to organization which way they want go,
we recommend the below mentioned evaluations process (Annexure-III) to be par to find us try feedback
mechanism. It is also important for students to be in touch with the Internship Head, for consultation and any

specific individual issues.

>

Internship Policy Page 16
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Annexure — |

CONFIRMATION LETTER

Subjcct: Confirmation letter of students for an internship - Reg

Dear Sir / Madam,
With reference to your letter/e-mail dated.................. on the above mentioned subject. As permitted by
your good self the following students will undergo ....... weeks to ....... weeks Internship in your esteemed
organization under your guidance & directions.
Name of Faculty
S. No Name of student Roll. No. Branch Faculty Mentor
Mentor EmaillD

W9 =

AT

Internship Poli;y

This internship being a mandatory part of the curriculum, the following guidelines have been prescribed in
the curriculum for the internship. You are therefore, requested to please issue the following guidelines to
the concerned manager/Industrial Mentor.

I Internship schedule may be prepared and a copy of the same may be sent to us.

2. Issue instruction regarding working hours during training and maintenance of the attendance
record.

3. The faculty mentor may connect industrial mentor for Industrial visit to evaluate student’s
performance.

4. Each student is required to prepare Internship report under the supervision of industrial
mentor.

5. On completion of internship, the assessment report may please be forwarded to the
undersigned in scanned copy to faculty mentor mail ID.

Your efforts in this regard will positively enhance knowledge and practical skills of the students, your
cooperation will be highly appreciated and we shall feel obliged.
The students will abide by the rules and regulation of your organization and will maintain a proper
discipline with keen interest during their Internship.

Yours sincerely,

Training & Placement Officer

Page 17
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