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1. Introduction:

In response to the National Education Policy (NEP)- 2020 and the University Grants
Commission's National Credit Framework (2023). our Vidyapeeth is committed to
empowering students through robust internship opportunities. We believe that practical
experience is fundamental to holistic education and career success. By formalizing our
Internship Policy, we are providing students with structured access to internships, on-the-job
training, and industrial projects. This emphasis on experiential learning will enable students
to develop valuable skills, gain real-world insights, and significantly boost their
employability. On-the-job training, which includes instruction, demonstration, observation,
and hands-on practice, provides a vital pathway for students to gain essential workplace
skills. On-the-job training (OJT) allows trainees to practice skills in real-world workplace
conditions, bridging the gap between theory and practice. OJT reinforces learned knowledge
and provides social benefits. Internships are a form of OJT. Reliable, standardized, and
consistent training is essential for OJT success.

2. Benefits of Internship/On-Job-Training (0JT)

» Training is directly aligned with required competencies and performed within real job
conditions. This leads to learning by experience, which is the most effective form of
education.

o Trainees gain practical experience, adapt to new tasks, and build self-confidence,
boosting their professional development..

o The learning process increases self-confidence and motivation.

e Trainees develop practical competencies, adapt quickly to new projects, and gain
confidence, making them highly motivated and job-ready.

3. Course Outcomes:

CO 1: Practically apply academic knowledge in a real-world professional environment,
developing job-relevant skills and gaining a comprehensive understanding of
organizational workflows.

CO 2: Engage in meaningful experiential learning, fostering research capabilities and
gaining valuable exposure to diverse perspectives across various sectors.

CO 3: Demonstrate professional accountability, learn effectively through observation, and
critically reflect on internship experiences to enhance continuous professional
development.

CO 4: Actively participate in structured observational learning, meticulously documentin
training activities and demonstrating heightened accountability thrpggh focuse
observation
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4. Internship/On-the-Job Training Process:

4.1. Internship Notification and Registration:

Students may secure internships through one of the foll%wing methods:
Method 1: Department-Provided Oppeortunities:

o The department/faculty will distribute information regarding available
internships, including details on the nature of the work, compensation (if
applicable), and work location. (at the beginning of semester-1I)

o Students may apply directly to the relevant agency.

o Following acceptance, students must register their internship details with the
department.

o The faculty/department shall give approval

Method 2: Student-Initiated Internships:

o Students may propose internships in areas of their specific interest by
submitting an application to the department/faculty. (at the beginning of
semester-I1)

o The department/faculty will review and approve or deny the proposed
internship.

o Upon approval, students must register their internship details with the
department.

4.2 Internship Placement and Commencement:

o Students will join their selected firm, agency, or institute to begin their internship.
o The host organization will provide an official offer letter to the student, typically
following the student's application.

4.3 Internship Completion:

e Students are required to complete a minimum of 60 hours of work within a 10-15
days period.

e Upon successful completion, the host organization will issue a completion certificate,
duly sealed and signed. (in the month of April/after 10 weeks of beginning of
semester)

Neharu Instit »f Social Studies
Tilak Maharashtra Vidyapeeth
Pune - 411 037.
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4.4 Documentation and Repeort Submission:

o Students must submit all required documents and reports as detailed in the
appendices. H
i) OJT/Internship Registration Form (Appendix I)
ii) Offer Letter from the Host Organization (Appendix II)
iy Internship Completion Certificate (Appendix III)
iv) Attendance Record (Appendix IV)
v) Submission of a comprehensive report (4000-5000 words) detailing learning
experiences and key takeaways (Appendix V).
e All documents to be submitted in the month of April/after 10 weeks of beginning of
semester

4.5 Internship Seminar Presentation:

o Students will deliver a seminar presentation based on their final internship report. (in
the month of April/after 10 weeks of beginning of semester)

4.6 Internship/OJT Requirements:

Course Credit: 4 credits

Credit Hour Equivalence: | credit equals 15 hours of work.

Minimum Work Hours: 60 hours

Duration: 10-15 days

Mode: Offline

Documents
i) OJT/Internship Registration Form for Student (Appendix- I)
iiy Offer Letter by the Agency/ Institution/Firm (Appendix-II)
i) Internship Completion Certificate (Appendix IIT)
iv) Attendance Record (Appendix I'V)

e Final Report:

i) Length: 4000-5000 words

ii) Content: A detailed written account of observations and experiences gained
during the internship.

®

e @ e @

All documents to be submitted in the month of April/after 10 weeks of beginning of semester
5. Evaluation of OJT/Internship:

The OJT/Internship component will be evaluated in two parts:
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5.1 Part I: Practical Completion (60 Marks)

» Verification of physical completion of the internship (10-15 days or 60 hours).
o Evaluation Method: Assessment based on the following submitted documents:
i)  OJT/Internship Registration Form (Appendix I)
ii) Offer Letter from the Host Organization (Appendix II)
iii) Internship Completion Certificate (Appendix III)
iv) Attendance Record (Appendix IV)

5.2 Part II: Report and Presentation (40 Marks)

o Evaluation of the student's final internship report and seminar presentation.
o Evaluation Method:
o Report Submission (Weighting within Part II):
=  Submission of a comprebensive report (4000-5000 words) detailing
learning experiences and key takeaways (Appendix V).
= Report Format: Handwritten or printed.
= Report Validation: Must be signed by the Internship
Supervisor/authority of the host organization and verified by the
Faculty.
o Seminar Presentation (Weighting within Part IT):
= Students will deliver a seminar based on their submitted report.

5.3 Internship Evaluation Criteria:
The evaluation of internships will be based on the following criteria:

e Host Organization Assessment:
o The status and nature of the agency, company, or firm where the internship
was conducted.
s Attendance and Documentation:
o Student's attendance record.
o Complete and timely submission of all required documents.
e Presentation Skills:
o Clarity, organization, and overall impact of the student's presentation.
o Knowledge and Skill Application:
o Demonstrated depth of knowledge and application of practical skills.
o Learning Qutcomes:
o Breadth and relevance of the student's learning experiences.
e Theoretical and Practical Integration:
o Ability to apply practical skills and connect them to theoretical course
concepts.
o Internship Report Quality:
o Thoroughness, accuracy, and clarity of the student's internship report.
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6. Indieative list of areas for Internship/OJT:

(Note: This list is indicative; students may pursue internships with any legally registered firm
or agency that operates within the academic domain, even if not explicitly listed}

6.1 For Economics Students:

1. Financial Institutions: Analyzing economic data, forecasting trends; Risk
management: Assessing financial risks; Financial analysis: Evaluating
investment opportunities.

2. Investment Firms: Analyzing market trends and economic indicators;

Portfolio analysis: Evaluating investment performance.

Insurance Companies: Assessing risk and pricing insurance products;

Economic forecasting: Predicting economic trends that affect insurance risk.

4. Consulting and Research: Data analysis; econometric modelling; policy
evaluation; Market research, industry analysis; Policy research; report writing.

5. Market Research Companies: Analyzing consumer behaviour, market
trends, and economic data.

6. Marketing Firm: Analyzing economic data; forecasting trends; Analyzing
consumer behaviour, market trends, and economic data.

7. Academic research: Assisting professors with research projects; Conducting
literature reviews; Analyzing historical data.

8. Internship in any other Legal Entity, which is rendering its service in the field
of economics as finance, trade, agriculture, industry, education and research
etc

L2

6.2 For History Students:

D
2)

3)
4)

3)
6)
7
8)

9

Museums and Historical Sites: Curatorial Assistant; Archivist Assistant;
Education Intern; any other work related under this

Archives and Libraries: Archival Assistant; Library Assistant; any other work
related under this

Research Intern: Assist with historical research projects.

Outreach Coordinator: Help organize events and programs to promote historical
awareness.

Journalism and Media: Internships at historical publications or media outlets can
provide experience in writing and communicating about history.

Education: Teaching history at various levels (elementary, secondary, post-
secondary) is a common career path.

Cultural Heritage Management: Work in areas like historic preservation,
archaeology, and heritage tourism.

Academic research: Assisting professors with research projects; Conducting
literature reviews; Analyzing historical data.

Internship in any other Legal Entity, which is rendering its service in the field of
history e
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6.3 For Political Science Students:

1)

2)

3)
4)
3)

0)

7)
8

Government and Private Organizations: Assisting in research activities; Assisting
with diplomatic efforts; Working on development projects; Contributing to reports
and publications. !

Political Campaigns and Advocacy: Assisting with voter outreach; Conducting
research on campaign issues; Managing social media and communications;
Organizing campaign events.

Non-Profit Advocacy Organizations: Lobbying and grassroots organizing; Policy
research and analysis; Public education and advocacy; Fundraising and development.
Polling and Market Research Firms: Designing and conducting surveys; Analyzing
public opinion data; Preparing reports for clients.

Media and Communications: Researching and reporting on political events;
conducting interviews with political figures; Analyzing political trends.

Public Relations and Communications Firms: Developing communication
strategies; Drafting press releases and speeches; Managing social media and online
communications

Academic research: Assisting professors with research projects; Conducting
literature reviews; Analyzing historical data.

Internship in any other Legal Entity, which is rendering its service in the field of
political science

6.4 For Sociology Students:

1)

2)
3)
9
5)
6)
7)
8)

9)

Social Services and Non-Profit Organizations: Working with diverse populations;
Developing and implementing community programs; Advocacy and social justice
work;

Social Work Agencies: Case management; Client advocacy; Researching and
analyzing social problems.

Non-Profit Organizations: Program development and evaluation; Fundraising and
grant writing; Researching and analyzing social issues.

Market Research Firms: Conducting surveys and focus groups; analyzing consumer
behaviour; Interpreting data and trends.

Social Research Organizations: Designing and conducting research studies;
Analyzing qualitative and quantitative data; Preparing research reports.

Human Resources and Diversity: Diversity and inclusion training; Employee
relations; Analyzing workplace culture.

Diversity and Inclusion Consulting: Developing and implementing diversity
programs; conducting cultural competency training.

Criminal Justice: Case management; Counselling; Analyzing criminal behaviour;
Analyzing crime statistics; Researching social factors that contribute to crime.
Academic research: Assisting professors with research projects; Conducting
literature reviews; Analyzing historical data.

18) Internship in any other Legal Entity, which is rendering its service in the field of

political science
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(Appendix- )

OJT/Internship Registration Form for Student

(To be registered with the department)

1. Name of the student:

2. PRN No.

3. Address:

4. Contact No.:

5. Email:

6. Name of the Agency/ Supervisor chosen for OJT :

7. Address & Contact No. of Agency/ Supervisor chosen for OJT:
8. Date of joining the agency for internship:

9. Date of Completion of Internship:

Signature of Student

Signature Faculty

Encl: 1) Resume 2) Vidyapeeth Identity Card Photo copy




io

Appendix-IT
[Company's Letterhead]
Reference No. [Date:
(OFFER LETTER)
To
I
[Full Name),
[Full Postal Address)

Dear Mr. [Name],

We are pleased to extend an offer for an internship position in our
organization,[Company's Name]. Based on your qualifications and personal interview, we
believe you will be a valuable addition to our team.

Position: The position we are offering is that of a (Title of Position)

Start Date: The internship will commence on [Start Date] and will continue till [End Date].
[10 days excluding Saturdays and Sundays)

Work Schedule: You will be expected to work 30 hours per week, Monday through Friday,
from 11:00 am to 5:00 pm, '

Compensation: As this is a unpaid internship, you will not receive any stipend

Roles and Responsibilities: [1] Assist in the preparation of financial reports;[2] Analyze
financial data; [3] Collaborate with the finance team on budgeting and financial planning; [4]
any other related responsibility

Company Policies: You will be expected to adhere to our company's rules, regulations, and
guidelines, including confidentiality and non-disclosure agreements. Please note that this
offer of an internship does not constitute a promise or guarantee of employment when the
internship period is over. This internship is at-will, meaning either you or [Company's Name]
may terminate this agreement at any time, with or without cause or prior notice.

For any further discussions related to this offer, please feel free to reach out to our
manager/director (Name) (Email) [Phone Number].

Yours sincerely,

[Name of Head]

[Position of Head, Name of Company]
(Seal and Signature)
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Appendix II

Certificate of Completion of Internship
[Company's Letterhead]

This is to certify that [Full Name of the Intern] has successfully completed an internship with
[Organisation Name], [Organisation Address], [Contact Information] in the
[Department/Team] from [Start Date] to [End Date].

During the internship, [he/she] demonstrated exccptiongl dedication and enthusiasm in
[his/her] role, contributing significantly to [mention specific projects or tasks]. [His/Her]
ability to [highlight a key skill] and [another key skill] has been commendable.

Supervisor's Comments:

[Supervisor's Namé], [Supervisor's Position], notes that [the intern] exhibited a strong work
ethic and adaptability. | Additional positive feedback or comments. |

This internship certificate is issued as a formal recognition of [Full Name]'s valuable
contributions to [Organisation Name]. We wish [him/her] success in all [his/her] future
endeavours.

Date of Issuance: ..............

[Authorised Signatures]
[Authorised Person’s Name]

[Authorised Person’s Designation]

[Official Seal, if applicable]
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Appendix IV

On-the-Job Training Attendance Record
(Sealed and signed by the proper authority)

1) Intern/Trainee Name:

2) PRN No.
3) Internship/Training Firm Name:

4) Training Program/Department:

5) Training Period: [Start Date] - [End Date] (10-5 Days/ 60 hours)

6) Training Time: 11 amto 5 p.m.

Date Day Time In Time Out | Total Supervisor's
Internship | Signature
Hours

GO~ [N || (B

Seal and Signature of Internship Offered Firm
Signed by the Student

Verified by the Faculty
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Appendix V
Internship/On Job Training Report Format

1. Title Page:

Title of the Report (e.g., "On-the-Job Training Report at [Company Name]")
Student's Name

Student ID/Roll Number/PRN No
Course/Program

Department/Facuity

Institution Name

e Company Name and Address

e Training Period (Start Date - End Date)
e Submission Date

@
-y

H. Acknowledgments:

e Express gratitlide to the company supervisor, faculty advisor, and anyone else who provided
guidance and support.

FIL. Table of Contents:
e List all sections and subsections with corresponding page numbers.
IV. Introduction:

e Briefly introduce the purpose of the OJT.

e State the objectives of the training.

e Provide a brief overview of the company/organization.
e Explain the scope of the report.

V. Company/Organization Profile:

e Provide a detailed description of the company/organization.
» Include information about its history, mission, vision, structure, products/services, and target
market.

VI Training Details:

o Department/Section:
o Describe the specific department or section where the training was conducted.
o Explain the department's functions and responsibilities.
o Tasks and Responsibilities:
o Detail the specific tasks and responsibilities assigned during the training period.
o Provide examples of projects or assignments completed.
e  Skills Learned:
o Describe the technical and soft skills acquired during the training.
o Explain how these skills relate to the student's academic studies.
» Daily/Weekly Activities:
o You can add a journal like section, or a listing of your daily or weekly activities. This
helps to show a clear progression of your learning.
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VIL Observations and Analysis: (in 2000-2500 words)

o  Work Environment:
o Describe the work environment, including the company culture and team dynamics.
Challenges and Solutions:
o Discuss any chalienges encountered during the training and how they were addressed.
o Analyze the effectiveness of the solutions.
Application of Theoretical Knowledge:
o Explain how the theoretical knowledge gained in the classroom was applied in the
practical setting.
o Provide specific examples.
Evaluation of Training Program:
o Provide feedback on the QJT program itself. What was helpful, what could be
improved?

V1il. Conclusion:

Summarize the key learning and experiences gained during the OJT.
Reflect on the overall value of the training.
Discuss how the training has contributed to the student’s professional development.

@

IX. Recommendations:

e Provide recommendations for the company/organization or the institution to improve the OJT
program.
e Suggest areas for further learning or development.

X. References (If applicable):
s List any sources cited in the report using a consistent citation style (e.g., APA, MLA).
X1. Appendices (Optional):
e Include any supporting documents, such as:
o Training schedule
o Samples of work completed

o Letters of recommendation
o Photographs
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