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Find enclosed hewrewith the Xerox copy of Letter
No.8-1 /CSU/Acd/S.Admission/2022-23/4]O6/dt(l.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.
2.Whatsapp group of All faculty members,CSU,SSC,Puri.
3.Members of employment and placement Advisory
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.
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DIRECTOR SHRI SADASHIV CAMPUS <director-puri@csu.co.in>
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[

1 message

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

Thu, Jun 8, 2023 at 503 PM
To: DIRECTOR EKALAVYA CAMPUS <director

-agartala@csu.co.in>, DIRECTOR SHRI RAGHUNATH KIRTI CAMPUS <director-
devprayag@csu.co.in>. "DIRECTOR K. SOMAIYA CAMPUS" <director-mumbai@csu.co.in>, director-bhopal@csu.co.in. director-
jaipur@csu.co.in. dlrec\or—lucknow@csu.co.in, DIRECTOR GANGANATH JHA CAMPUS <director-prayagraj@csu co.in>. director-
balahar@csu.co.in. director-snngeri@csu_co_m, DIRECTOR SHRI SADASHIV CAMPUS <director-puri@csu co.in> director-
thrissur@csu.co.in. DIRECTOR clor-jammu@csu.co.in>, Vice Chancellor CSU “Ve@csu.co.in>
registrar@csu.co.in, Jitendra Kumar Rayguru Dr Asst DSW Delhi <rayaguru jitu@gmail com>

Respected Sir,
Please find the attachment

With Best Regards
Dean (Academic Affairs)
CSU, New Delhi-110058

3 attachments

.j 410.pdf
955K

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

.3 SOP for Internship (final) (1).pdf
1014K
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Standard Operating
Procedure (SOP) for
Internship
(FRvegeIreIa)

CENTRAL SANSKRIT UNIVERSITY
New Delhi-110058



1ls0 been stressed H e ivRar B

surses. Internship will expose the students to translating their learning into work/job and also consohdate

COUTrSes < b . . . .

their practical learning during the internship. It is necessary to introduce the student to the concept and
(N ¢ ¢ = = S . . . .

need for an internship. S/he 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.

a)

b)

c)

d)

€)

SOP for Internship

Teacher will apprise the students about the internship modalities, guidelines, workbook writing
and assessment mechanisms.

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.

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

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

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
cvaluate 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.).

If the learers face any difficulties/ problems/conflicts at the organization instAitulion. 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 inslilution/grgummnon and try to sort
out the problem. If any organization selected initially does not pl‘t\\.'ldc.‘. the needed cxpo§ure to
learners, the same can be given up and another simil'fu' organization may be/ .se‘lc.:ute.d in
place of it. The internship is to be carried out by a student in only one organization/ institution.

Working or sponsored candidates of the internship progrninme may\/\wll hflmn.tlbf Zrltena of
internship in their respective organization subject to the fulfillment of other formalitics.
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g) During the ¢ e ! )
he W(l):rk doﬁr:élllr)sg‘:?fthc nternship. the inge ;
learner and clariyt‘ I.m/ her to the |r;nnmgn::m.‘\ expected to regularly interact and report about :

to be corrected hz ;'ll‘?’ dn}lPl n the Iu;n'mulp:l\ 150f Seho ipy turm will dBeusste Saset .}
learner on the basis (1)L|~ training supcrvisor lh‘:“‘n,d The report pertaining to the work done 15 ?“
understanding ol‘ll.w the workbook . 4 report w T‘m‘m\g bt is, expected jo cvaluate Lie z

intern ritten. work done by the intern. and the overall #*
The Tearners will leam - :
practitioners in the L‘(\nccl’l(::-l::\;‘Cqu”c skills and professional acumen  from under-trained ’

i)

ctting.
4 I'here will be one-to-one supervision and the intern will

be closel
SClY supervise
d by the training supervisor wl ‘
§ who will give them feedback about their

performance.

The mterm wi i

vill maintai
o amtam and co ste a 'WOr
training. It will be authenti ‘";plu"‘ a workbook based on the work performed dunng the
. authenticated with rem: ; . S
performance during the internship 1 remarks by the internship supervisor about his/her

Requirements for the Training Host/Organization

a) The interns s . OV . .
lik; (‘SLCl]b(‘bha" be provided the mtgmshnp opportunity under different organizations.
ete ) ampuses/Army/Navy/Air-force, trust run temples/ University ' Institutions
b) Instruction to the interns may be provided in the Sanskrit/Hindi/Regional Language English.

Qualification of Internship Supervisor

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

Schedule of Internship

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

Instructions for the Intern

n identified and assigned, the student should

a) Once the centre for the internship has bee
(for the scheduled duration).

present herself/himself at the centre/ institution
b) Students will get the workbook authenticated periodically by the Supervisor allotted to
them.
after the completion of

¢) It will be mandatory for the students to submit a workbook
rt in prescribed format

internship to the respective campus. A detailed internship repo
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

prcscribcd format.

e) Attheume of internship students will maintain decorum and discipline.

pDon’t/do’s

a) The student should not abstain from training during the period of internship.
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b) Interns should not damage the property of the traming m\l|lulcvnrgz\ni/.;nmn_

: av he rec N ) Othe
thev will be held responsible and the loss 1f any may be recovered by the sa ey

1d ”rL';m‘,.‘
Ay,

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

otherwise

6. Evaluation

a) Evaluation by Internship Supervisor: An Internship report in o prescribed form
with a workbook) and the conduct/performance during the internship pe
submitted by the learner that will be evaluated by the Internship Supe
Host/Organization. This internal assessment (workbook) wil] carry 30

at (along
riod has 1o be
rvisor of the T raining
% weightage. 4

(Note: The Learner should keep a photocopy of the [nternship Report/ workbook before
submitting 1t 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 06 Credits)

S.No. _ Evaluation Component Marks |
1 Introduction | 10

| . . 1 ]
2 - Description of the Work conduct ‘ 30
3 Learning Outcomes \ 10

\
4 Conclusion, Suggestions and Presentation | 20
?\jT\()l;li\ (%Eixrtel:rTal Evaluation) 4"’/9(7)'7Marks

(B) Total ( iﬁie}njﬁlllation) 60 Marks

(C) Total of A+B 150 Marks

The minimum qualifying mark for internship is 50%.

7. Attendance “hi
An intern attached to the training host/ organization will present hcrf\.,d} "
duration of the training without fail. However, for unseen reasons, s l}? ?:\'
valid grounds and leave should be approved prior by the competent authority:

mselt during the whole
av be allowed lcave on

‘
\
\



B, Muadntennnee of Recardy

Ancintern i required (o prepare the follow g document:

) Waor : trls
rkbook: Students will write a workbook based on activities and assignments (o be

) . ' )
provided by th trammmg host/organtzation Students will workbook on a day-to-day basis

Y "ol : .
hased on-their work cxpenences and discussions with the internship supervisor and peer
a4 declaration that the Workhook written by

proup leamers Students are required to give
will be provided

theme s orgmal and not copred from any other source Nao other format
Students are required o sabnnt workbook of the internship at the campus
keep o photocopy of therr workbook and imtermnship report hetore submission

[ hr"'/ “l-v'tl 10)

(o the campus

wubmit a detailed project report based on the

assipnments and tasks completed durmg the traming pernod and recorded 1n the
workbook  Please submit the detailed report and the complete workbook at your
campus. You are advised 1o keep a copy of these two documents with you before

submitting Internship report which will be further evaluated by evaluators

by Detatled Report: The mtern will




Annexure

Internship Report

\ report wbmitted m |\.nl|.|| fultiliment tor the Award ol Degree o

By

Name of the Student oo

Enrollment Noooooooe

Under the Supervision of

Name of the Campus Institute/Organisation

to )

(Duration: - from

FATTHERATagTaeTd

NIVERSITY

i-110058

CENTRAL SANSKRIT U

56-57, Institutional Area, Janakpuri, New Delh
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CF.RTIFI(I/\TI‘I OF INTERNSHIP

This 15 1o certify that My M. tud |
stuadent  of ()yss
....... : Campus/A (1., .
| A\ fTihated Institution bearing  enrollment  number
successtully completed

the mtemship ar From

[O...

internship supervisor Director/Principal
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Contents of Report
(to be prepared by Student)

by N
vchnow ledgment

' )
'S \ ‘(N) W OIS

ion- Brictly introduce the mternship as a concept s
- ‘tion- _ p Ce
3. Introductic

4.

\— .

0.

b ~ ~ 3 .\
bjectives. functions and benetit
00D]C S, »
Name of the Institution

bout the Institution’ Organization — Please describe in your words.
Abou ¢ Ins £

Description of the work conducted- Please describes in detail the
ese . '

Benefits to the Institution through the intemship
Learning Outcomes — Please state in clear terms
had while working in the institute/ organization. \
learning in terms of the knowledge gained, skills |

experience. Finally the description should conclude vyour ability 1o

perform different tagks. Also mention whether you wif] be able 1o do
them independently or under the Supervision of g senior.

Conclusion:- Provide 3 conclusion of g the aspects mentioned in the
above Paragraphs. Yoy may add here the views of CXCerpts from the
' nce for any Critical Comments. Suggestions- Based
experienceot‘_\our Working in

L
i~ 111



Standard Operating
Procedure (SOP) for

Internship
RIRLCINELD

(For Graduate (2ImE) an
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Standard Operating Procedure for _383.56
(Graduate (2M#) and Post-Graduate (3mams)

Programmes)

Introduction

Internship aims to produce professionals, those can be appointed in Varous centers 4 lower pos;

time and afier gaming expenence they will move furthey Up i position Fhey can also he ;c_q”:/.:_::, With
providing services: even open therr own start-ups. Students can he Introduced and exposed .:.S:Ei.‘i by
routmes. and practices by placmg them as interns i different working Cnvironments :.. g.iA ulture,
also been stressed i the New Education Policy 1t also dipects to have a Component ot 1r .hzjw_qd_,*d_c s
courses. Internship will exposce the students to translating their learning into work/job ‘_:m _ﬂ _C_, e
ther pracucal Tearnmg during the internship. 1t is necessary to introduce the ,::_Q:ﬂ:. .,_:4.:,2.5,:_52@
need for an mternship. S/he needs to be sensitized (o the need, objectives, and process of an _:r.ncﬂ._h_um.r_.ﬁ,4 e

Standard Opcerating Procedure (SOP)
I'he SOP has been designed to guide all those who arc involved in the _.:?.:7:6 programme. The

SOP provides step-by-step instructions and guidelines for the students/interns as wel] as for Campus
co-coordmators and tramning Supervisors as per the needs of the course curriculum,

- SOP for Internship

a) 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.

¢) The internship schedules will be informed by campus authoritics. Placement cell of the
campuses  will attach  the students to different organizations, ,___2 CSt
Campuses/Army/Navy/Air-force, trust run temples/ institutions etc. and put the information on
the website of the respective campuscs.

d) The organization/institution should provide a training supervisor to provide En._._zazu :_”u
suitable guidance/instruction that will be handled by the intern :‘_A:_c_. his her ,,,:?,_.,,_M,,.Wﬂ: h::
try to provide the learner with a diverse working environment. .:_w :.,::,__F. ,,__:.Jm_a..,:: .
evaluate the intern on the basis of his/her sincerity and A?.:?.,,,,,,.E:,J_ .:__:_w”‘p. ce,
basis of assessment (taking ol assigned work, examination of w ork, mterview, cte.).

aari ins on, the same
If the learners face any difficulties/ problems/conflicts at the ,.:“y.,.:__w_.”_-,M“_ﬁ__=”_~__“”,_,___3 e nianer
may be reported to the campus authoritics. The E.___?_,f..;_.a:.”“ rﬁ.,.:.\;::: i oy foisort
with the learner as well as the supervisor in the concern :.Z:_:,__,.»”,”;m,___r. cesdedbexposrestd
out the problem. If any organization sclected _.:::__‘_K1_,,.r._.4_1__c“ﬂ_r~_~d_E:c: may be selected in
learners, the same can be given up and ::S._F.‘_~ /*_r_“__ M: only one organization’ institution.
place of it. The internship is to be carried out by a stud ) -
me may/will fulfill the criteria of

sdatac of the i ship programt : ST
f) Working or sponsored candidates of the internship | I fillment of other formalities.

i i i -oanization subject to the
internship in their respective organization subject
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Course of
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Io;ll‘ncr on lhc h':\ tl ¢ mmmu \Illwl(-ll\biunr! S mind [he |.~|nnllnp\(\wlllln(|l|l|\|:“\l\ ||]Ik‘ P
a | 1SOF The i 2 lo the work done 1y
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| | HEbe one-to-one supervision and the intern will
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« L8

i) The inter
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Require
qQuirements for the Training Host/Organization

a)  The intemns sh: s BEO - -
ke (‘q{?}hhd” be provided the internship opportunity under ditferent organizations.
" S ampuses/Army/Navy/Air-force, trust run temples/ University/ Institutions
b) Instruct: . . . oy g .
nstruction 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.

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 completi‘on of
internship to the respective campus. A detailed internship report in prescribed tormat

should also be submitted at the campuscs. | e of
d) While submitting the Workbook, students are required to enclose a (‘L‘ru lgtlglhc
Originality of Workbook” which should be authenticated by the Supervisor n

rescribed format. . .
y aintain decorum and discipline.

¢) Atthe time of internship students will m

Don’t/do’s
) The student should not abstain from training during the period of internship.
a S



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 ternship intern shall not claim to have full-time engagement

otherwisce.

6. 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
submuitted by the leamer that will be evaluated by the Internship Supervisor of the Training
Host/Organization. This internal assessment (workbook) will carry 30% weightage.

(Note: The Leamer 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 06 Credits)

S.No. Evaluation Component | Marks

1 " Introduction [ 10

2 Description ot the Work conduct J 50

3 Learning Outcomes / 10
4 Conclusion, Suggestions and Presentation | 20

!
(A)Total (External Evaluation) [ 90 Marks
60 Marks N

"(B) Total (Internal Evaluation)

(C) Total of A+B - 150 Marks
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Iinternship Report

A report s yhntted partial fulfillment for the Awar 1ot Degr ot

By

Name of the Student

Enrollment No.

Under the Supervision of

CENTRAL SANSKRIT UNIVERSITY

56-57, Institutional Area, Janakpuri, New Delhi-1 10058
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56-57 In\lnulmn',ISANSKRIT “NlVFRSITY

I Areq lanakpur; New Delhi-110058

CERTIFI(IATE OF INTERNSHIP

1|1|\ 1S 1O \‘k"‘l"\ lhﬂl \h \1\ tud nt f ()
S C 0 ass

Campus Affihated

Institution bearing  enrollment  number
successfully completed  the internship at From
to
Internship supervisor Director/Principal

| ﬁm/m’aﬂf :
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