
NOTIFICATION NO. 

SANSKRIT 

OFFICEMF THE DIRECTOR 
CENTRAANBRI9uNAVEDSITY SHREE SADASNIAA CAMPUS, PUODISHA) 

ESADASHVA RE 

UNIVER 

Find enclosed hewrewith the Xerox Copy of Letter 
No.8-1/CSU/Acd/S.Admission /2022-23|4 106/dtd.08.06.23 

along with standard operating procedure(SOP) for Internship 
of Shastri/ Acharya, 2022-23 received from Prof.Banamali 
Mishra, Dean(Acd.), CSU, New Delhi is hereby sent to the 
following fo information and necessary action accordingly. 
1.All Head of Schools,CSU,SSC,Puri. 

Date.09.06.23 

2.Whatsapp group of Al faculty members, CSU,SSC,Puri. 
3.Members of employment and placement 

Committee (Vide Office Order No.217(A)/01.11.22). 
4. Co-ordinator, IQAC/NAAC,CSU,SSC,Puri. 
5.Admission file/Rule file/ Committee members file. 
6.Campus website for wide circulation. 

ÜINCciui 

C�NTRAR BANORI/ONYERSII 
sHREE SADASHVA CA MPUS. 

Advisory 



1 message 

Director Academic CSU <dean-academic@csu.co in> 

Respected Sir, 

Please find the attachment 

With Best Regards 

To: DIRECTOR EKALAVYA CAMPUS <director-agartala@csu.co.in> DIRECTOR SHRI RAGHUNATH KIRTI CAMPUS <director devprayag@csu.co. in>, "DIRECTOR K. J. SOMAIYA CAMPUS" <director-mumbai@csu.co.in>, director-bhopal@cSu.co.in, director jaipur@csu.co. in, director-lucknow@CsU.co.in, DIRECTOR GANGANATH JHA CAMPUS <director-prayagraj@csu.co. in>, director balahar@csu.co.in, director-sringeri@cSU.co in, DIRECTOR SHRI SADASHIV CAMPUS <director-puri@csu.co in>, director thrissur@csu.co.in, DIRECTOR SHRI RANBIR CAMPUS <director-jammu@csu.co.in>, Vice Chancellor CSU <vc@CSu.co.in>, registrar@csu.co. in, Jitendra Kumar Rayguru Dr Asst DSW Delhi <rayaguru.jitu@gmail.com> 

Dean (Academic Affairs) 
CSU, New Delhi-110058 

3 attachments 

410.pdf 
955K 

SOP for Internship (final) (1).docx 
47K 

Dy vo95 

SOP for Internship (final) (1).pdf 
1014K 

MMP 

Foe to Return 
Rema 

DIRECTOR SHRI SADASHIV CAMPUS <director-puri@csu.co.in> 

Thu, Jun 8. 2023 at 5:03 PM 
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Standard Operating 
Procedure (SOP) for 

Internship 
(aRrgertan 

(For Graduate (1ai) and Post graduate (31) courses) 

h-áTHLtfayfarAU 

CENTRAL SANSKRIT UNIVERSITY 
New Delhi-110058 



also been stressed 

courses. Intemship will expose the students to translating their learning into work/job and also consolidate 

their practical learning during the intemship. It is nccessary to introduce the student to the concept and 

need for an internship. She needs to be sensitized to the need, objectives, and process of an internship. 

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. 

1. SOP for Internship 

Teacher 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 undertaking the 
internship. Students will perform the activities step by step as given in respect of subject of the 
Graduate and postgraduate programme. 

c) The internship schedules will be informed by campus authorities. Placement cell of the 
attach the students to different like organizations. campuses will CSU 

d) The organization/institution should provide a training supervisor to provide the intem 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.). 

e) I1 the learners face any difficulties/ problems/conflicts at the organizationinstitution. 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 bya student in only one organization institution. 

) Working or sponsored candidates of the internship programme may/will fulfill the criteria of 

internship in their respective organization subject to the fuifillment of other formalities. 

Campuses/ Army/Navy/Air-foree, trust run temples/ institutions etc. and put the information on 
the website of the respective campuses. 



g) During he Course of the internship., the intern is exnected to reoularly interact and repota the work done by him/ her to the training suners icor sNho in turn wil discuss the cases win learner and clarity any doubt in the learner's mind The report pertaining to the the 
to be corrccted by the training supcrvisor. The training learne on the bas1s of the workbook a renoM written Mork done by the intern. and the overal 

supervISOr Is cxpccted to evaluate the 

understanding of the intern, 

h) The lcarners will lcarn and acauire skills and nrofessional acumen from under-trained pracitionCrs 1n the concerncd settiny There will be one-to-0ne supcrvision and thC ntern m be closely supcrvised by the training supervisor who will give them teedhack anout hen performance. 

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

2. Requirements for the Training Host/Organization 

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

etc. 

7 

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

3. Qualification of Internship Supervisor 

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

4. Schedule of Internship 

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

5. 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. 

c) 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. 

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

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, other they will be held responsible and the loss if any may be recovered by the said 

organzawn c) After completion of the internship intern shall not claim to have full-time engagement otherwise. 

6. Evaluation 

a) Evaluation by Internship Supervisor: Ah Internship report in a prescribed format (alon with a workbook) and the conduct/pertormance during the internship period has to 
submitted by the learmer that will be evaluated by the lnternship Supervisor of the Training Host/Organization. This internal assessment (workbook) will carry 30% weightage. 

(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. 

S.No. 

3 

4 

EVALUATION SCHEME (for total 06 Credits) 

Evaluation Component 
Introduction 

Description of the Work conduct 

7. Attendance 

Learning Outcomes 

Conclusion, Suggestions and Presentation 

(A)Total (External Evaluation) 

(B) Total (Internal Evaluation) 
(C) Total of A +B 

The minimum qualifying mark for internship is 50%. 

Marks 
10 

50 

10 

20 

90 Marks 

valid grounds and leave should be approved prior by the competent authority. 

60 Marks 

150 Marks 

nterm attached to the training host/ oreanization will present herselfhimself during the whole 

urauon of the training without fail HoWever for unseen reasons, s/he may be allowed eave on 

Maint 



8. Maintenanee of Records 

An nten N required to prepte the followiny documents 

i) Workhook: Students wil write a work book based on activities and asssgnments to be 
MoVdeU by the traning host/orpanization Students will workbook on a day-to-day bas1s 
based on their work experiences and discussions wth the internship supervisor and pec 

Rroup leaners Students are required to yive a declaration that the Workhook written by 

them is onpmal and not copicd from any other source. No other format will be provided 

Students are requircd to submit workbook of the inlernship at the campus. They necd to 

keep a photocopy of their workbook and internship report before submission to the campus 

b) Detailed Report: The intern will submit a detailed projcct report based on the 

assignmcnts nd 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 Intemship report which will be further evaluated by evaluators 



Annexure 

Internship Report 

A nepot submitted n partal fultillment for the Award ofDegrec of 

Name of the Student 

Enrollment No.:. 

By 

Under the Supervision of 

(Duration: - from 

Name of the Campus Institute/Organisation 

h-TUHhafaytaTAA 

to 

CENTRAL SANSKRIT UNIVERSITY 

56-57, Institutional Area, Janakpuri, New Delhi-110058 



CENTRAL SANSKRIT UNIVERSITY 56-57, Institutional Area. lanakpuri, New Delhi- 110058 

This is to certily that Mr Ms 

.Campus/Affiliated Institution 
successtully conpleted 

CERTIFICATE OF INTERNSHIP 

Internship supcrvisor 

fTE:/ATA: 

the internship at 

student of Class 

bcarn! enrollment 

sfRrgar-AT-4T474 

FATT: 

number 

From 

Year of 

has 

Director/Principal 



1. Acknow ledgments 

2. Abstract (within 200 words) 

4. Name of the Institution 

ontents of Report 
(to be prepared by Student) 

: Introduction- Brictly introduce the internship as a concept . its objectives,functions and benetits 

5. About the Institution/ Organization Please describe in your words 6 Description of the work conducted- Please describes in detail the activities undertaken by you while learning and practicing the routines. onerations, procedures .etc. You may mention here exactly the activities that vou undertook during the 100 hours of your internship. 7. Benefits to the Institution through the internship 

images sh 

7 

8. Learning Outcomes - Please state in clear terms the learning that vou 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. SuggestionsS- Based 
on your observations, user feedback and experience of vour workng in 
the library give suggestions here. 10.Appendix- Documents to sunnort 
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organization/institution, 

the 
same 

may 

be 
reported 

to 
the 

campus 

authorities., 

The 

campus 

director 

may 

then 

discuss 

the 
matter 

bas1s 

of 
assessment 

(taking 

of 
assigned 

work. 

examination 

of 
work, 

interview, 

ctc.). 

evaluate 

the 

intern 

on 
the 

basis 

of 
his/her 

sincerity 

and 

professional 
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try 

to 
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working 
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The 

training 

supervisor 

will 
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attach the students 
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on 

c) 
The 

internship 

schedules 

will 

be 
informed 

by 
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Placement 
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and 

postgraduate 

programme. 
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step 

by 
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writing. 
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and 
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programme. 
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be 

Operating 

Procedure Internship 



i) 

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 n turn will discuss the cases with the 

lcarner and clarify any doubt in he learners mind The report pertaining to the work donc is 

to be corrccted by the training supervISOr. Thc Iraining supervIsOr Is expectcd to cvaluate 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 lcarners will learn and acquire skills and professtonal acumen from under-trained 
pracutOners in the concened setling. There will be one -to-one supervision and the Intern will 
be closcly supcrvised by the training stupervisOr who will gve them feedback about their performancc 
The intern will maintain and complete a workbook based on the work performed during the training. I1 will be authcnticated with remarks by the internship supervisor about nis ner performancc during the internship. 

2. Requirements for the Training Host/Organization 
a) The interms shall be provided the internship opportunity under different organ1zations. Iike, 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. 

3. Qualification of Internship Supervisor 
The Training Host/ Organization shall provide a professional qualificd training supervisor 

4. Schedule of Internship 

3 

A student w ill be placed for an internship for the period specified by the university. 

5. 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. 

c) 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 tormat 

d) While submitting the Workbook, students are required to enclose a "Certificate of 

Originality of Workbook" which should be authenticated by the Super isor in the 

prescribed format. 
e) At the time of internship students will maintain decorum and discipline. 

Don't / do's 

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

should also be submitted at the campuses. 



6. Evaluation 

b) Interns should not damage the propcrty of the training institute/organization, otherwise, 
they will be held responsible and the loss if any may be recovered by the said organization. 

c) 

2 

3 

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 leamer that will be evaluated by the Internship Supervisor of the Training 
Host/Organization. This intenal assessment (workbook) will carry 30% weightage. 

4 

A fter completion of the internship intern shall not claim to have ful|-time engagement 
othewisc. 

b) External Evaiuation: The internship report will be sent to an evaluator for evaluation. This 
evaluation will carry 70% weight age. 

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

S.No. 

EVALUATION SCHEME (for total 06 Credits) 

Evaluation Component 
Introduction 

Description of the Work conduct 

Learning Outcomes 

Conclusion, Suggestions and Presentation 

(A)Total (External Evaluation) 

(B) Total (Internal Evaluation) 

(C) Total of A+B 

Marks 

10 

50 

4 

10 

20 

90 Marks 

60 Marks 

150 Marks 



lCnts a) WorkboOk: 

provided by the training host/organization. Students will work book 

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 internship 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 

report and the complete workbook at your 

workbook. Please submit the detailed report 

campus. You are advised to keen a copy of these two documents with you before 

submitting Internship report which will be further evaluated by evaluators 
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CENTRAL SANSKRIT UNIVERSITY 56-57, lnstitutional Area, lanakpuri, New Delhi-110058 
CERTIFICATE OF INTERNSHIP 

This Is to certif that Mr Ms 

to. 

.Campus Affiliated 

successfully completed the intemship at 
Institution 

Internship supervisor 

student of Class 

bearing enrollment number. 

From 

Ycar 

7 

of 

has 

Director/Principal 
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