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         Guidelines for Internship Academic Supervisor                  r         


Internship catalogue 

The internship aims at providing on-the-job exposure to the students and an opportunity for translating theoretical concepts to real life situations.  Students are placed in business enterprises, NGOs and research institutions for internship.  The duration of the internship is 12 weeks of organizational attachment and 2 weeks of report finalization work.  Alternatively, a student may undertake a research work on a business or management topic under the guidance of a supervisor.  In either case, the student is required to prepare and submit the report within the time specified.  The report will be graded and the student must get at least C grade, which is the passing grade in the internship program.  Failure to obtain the passing grade will require the student to repeat the internship.

Roles and Responsibilities

It is important that there is a mutual understanding between the academic supervisor, the intern, and the intern's on site supervisor. It is also important that each knows what is expected of the other in order for the internship experience to be successful. Each intern will be assigned one academic supervisor and one on site supervisor.  It is the responsibility of the intern to arrange for an on site supervisor. 

Supervising an intern includes: 

1. Guiding the intern. Intern will meet to discuss responsibilities, appropriate attire and important dates etc. 

2. Helping students form a work plan. Within two weeks after beginning an internship, students must submit a work plan to their academic supervisor.  The plan should describe specific tasks the intern will perform throughout the semester. The chairperson of the department must approve the work plan.

It is essential that work plans be designed so that it allows the intern to experience the importance of teamwork, organization skills, and communication, as well as the rewards and frustrations that are a part of a real working experience.

3. Site Visit. Academic supervisors should visit the internship site twice
 during the duration of the internship and meet with the intern and the on site supervisor.  The on site supervisor should give you a constructive feedback about the intern.

4. Trouble shooting. Not every on site supervisor-intern arrangement will run smoothly. In some cases, there may be a personality conflict, or an intern who may not be able to adapt to the particular assignment. If this occurs, every effort should be made to resolve the problem.  In the event that the intern is not performing at expectation levels and the on site supervisor is dissatisfied, the Chairperson of MGB holds the right to terminate the internship.
5. Evaluating the intern's performance. Complete the evaluation form and ensure that the on-site supervisor also fills up the evaluation form before the deadline.   
NOTE
The Career Placement Office will provide institutional support and the Chairperson of MGB will maintain approval authority for all plans, activities, and reports. 

� See additional responsibilities.


� Exceptions will be made for academic supervisors who will be overseeing students working on in-company projects only.  In which case telephone call or email is sufficient. 





