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Chairperson's Message

Dear Learner,

| congratulate and wel comeyou for choosing Nationd Institute of Open Schooling (NIOS) asyour preferred
option for pursuing Vocational Education. By enrolling with thisinstitution, you have becomeapart of the
NIOSfamily whichistheworld'slargest open schooling system. Asalearner of the Nationd Institute of Open
Schooling (N10OS) Vocationa Programme, | am confident that you will enjoy studying and will benefit from
thisvery unique school and method of training.

Before you begin reading your lessonsand start your training, there arefew wordsthat | would liketo share
withyou. Diplomain Ingtitutiona L eadership and M anagement isan upskilling programmewhichisdesigned
keeping in mind the needs of tomorrow'sgloba leaders. Thespecialized curriculumistailored to help partici-
pantsgainindustry-relevant knowledgeand skillsthat will enablethemto excd intheir careers. Thisprogramme
will provideclarity ontheir leadership identity and furnish them with the competenciesrequired to make a
sgnificantimpact intheir organizationsand professiond paths.

Thiscourseaimsto help you tap into your true potential asleadersand identify opportunitiesthat would aid
your professional growth. Itistheideal program for building aleadership skill setinthe21st century. Itisa
multi skilled programme, which will exposeyouto avariety of skillsin educational |eadership. We hopethat
youwill find it useful to enhanceyour management skillsand |eadership qudlity.

| wishyou thevery best for abright and successful future.

Prof. Saroj Sharma
Chairperson
National Institute of Open Schooling (N10OS)
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A Word with You

Dear Learner,
Welcometo the course ''Diploma in Institutional Leadership and Management''.
| congratulate you for selecting thisvocationa courseasyour choiceof learning.

Diploma in Institutional Leadership and Management isone-year program offered by Nationa Institute
of Open Schooling (NIOS) aimed at professional swho arelooking to enhancetheir knowledge onadminis-
trativeand management of an educationad ingtitution which contributesto theingtitution's performance, student
learning and the achievement of collectivegoals. The programisappropriate for thosewho arelooking to
develop their leadership competencies as able administrators and leaders of their ingtitutions. The course
comprisesan in-depth study of educational administration, management & leadership.

ThisProgrammewill help sharpen the manageria and administrativeskillsof thelearner. Itisided for princi-
palsandinstitutiona heads|ooking to upgradetheir knowledge and senior teachers, administratorsand edu-
cationistscan also apply for thiscourse. Thisprogramme comprisesof Moduleslike Understanding Lead-
ership in Educational institution, Resource Management, Action Research, Innovation and Best
Practices and a Compulsory Internship. Each modul e has been designed keeping in view therequire-
mentsof self-motivated learnerslikeyou. It hasatext writtenin smplelanguage, supplemented by pictures
and figuresfor abetter clarity of the content.

Itisadynamic and in-demand programme. Jobs are opening up in the administrative wings of educational
ingtitutionsworldwide and therewill be no dearth of jobsfor peoplewith acertificationin Ingtitutional Lead-
ership and Management. Thosewho are planning to shift from classroomsto principal ‘s office or hold mana-
gerid positionsmust pursuethisupskilling programmewhichwill help them standin good stead. Thediploma
programme could beimmensely helpful for aspiring educationa |eadersand a so providesan educator with
thefundamental swho wantsto be an entrepreneur or about to start his/her owningtitution.

| hopeyou will find thelessonsinteresting and will be ableto apply your knowledgeinred-lifesituations. So,
read all theselessonscarefully and preparewell for the examinations. You ultimately haveto enter the com-
petitiveworld and your successat the place of work will depend on how skillfully you have performed your
assigned job. It isexpected that the course will help you in devel oping the skillsto understand the various
aspectsof Educational Leadership and makeit ameaningful experienceinyour life.

Asthisisavocationa coursewhichisskill based, so master your skillsand internship component ismust for
all. So, wereguest you to kindly attend the Personal Contact Programme (PCP) at your allotted Accredited
Vocationd Indtitution (AVI).

In caseyou haveany difficulty inyour studies, do not hesitateto writeto usat dirvoc@nios.ac.in.

Wishing you good luck and success!

\_

Team NIOS




How to use the Learning Material

Congratulations! You have accepted the challengeto be aself-learner. It means, you haveto organize your
study, learnregularly, keep up your motivation and achieve your goa. Hereit issolely you, whoisresponsible
for your learning. NIOSiswith you at every step. It has devel oped the material in Diplomain Institutional
L eadership and Management keeping only you in mind. A format supporting independent learning has been
followed. You can take the best out of thismateria if youfollow theinstructionsgiven below.

Title: will giveaclear indication of the contentswithin. Doread it.

Introduction: Thiswill introduceyouto thelessonlinkingit to the previousone.

Objectives: These are statementsthat explain what you are expected to learn from the
lesson. The objectiveswill also hel p you to check what you have learnt after you have gone
through thelesson. Do read them.

Notes: Each page carriesempty spaceinthesidemargins, for you to writeimportant points
or make notes.

Q@

Intext Questions: Very short answer self check questions are asked after every section,
theanswerstowhich aregiven at the end of thelesson. Thesewill help you to check your
progress. Do solvethem. Successful completionwill alow you to decide whether to pro-
ceed further or go back and learn again.

\
2,

3

What You Have Learnt: Thisisthesummary of themain pointsof thelesson. It will helpin
recapitulation and revision. You arewelcometo add your own pointstoit also.

Terminal Questions: Thesearelong and short questionsthat provide an opportunity to
practicefor aclear understanding of thewholetopic.

Answers To Intext Questions : These will help you to know how correctly you have
answered the questions.

Fal=3 R

Learning Outcomes : Thisbox providesadditiona information. Thetextinboxesisimportant
and must begiven attention. It isnot meant for eva uation, but only toimproveyour genera
knowledge.

V@W

Activities: Certain activities have been suggested for better understanding of the
concept.

www Web site: Thesewebsites provide extended learning. Necessary information has
been included in the content and you may refer to thesefor moreinformation.

Vil



COURSE OVERVIEW

MODULE LESSON

1. Understanding Leadership in Educational Institution

1. Meaning and Concept of Educationa Ingtitution
2. Natureand Scopeof Educationa Leadership
3. Profileof aLeader

4. Leadership Skillsand Processes

5. Inditutiond Development Plan

2. Resource Management

1. Roles& Functionsof aLeader
2. Human Resource M anagement
Non-Human Resource M anagement

Financid Management

a > w

Managing Teaching L earning Process
(Curriculum, Pedagogy, Evaluation)

3. Action Research, Innovation and Best Practices

6. Inditution-Community Interface
1. Meaningand Concept of Action Research
2. Methodology of Action Research

3. Innovationsand Best Practicesin
Educationa Leadership

4. Leadershiplssuesand Chalenges

4. Internship

1. Internship

2. Internship Report Format
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SCHEME OF EXAMINATION

Institutional Leadership and Management

S.r. No. |Course Module Name Theory Internal Internship
Code Marks | Assessment Marks Marks
Certificate in Institutional Leadership and Management
(6 Months)
Module I 40 60 NotApplicable

Understanding Leadership
Paper I 735 in Educationd Ingtitution

Module I1

Resource M anagement

Total Marks (a)* 40 60 -

Diploma in Institutional Leadership and Management**

(12 Months)

Module III 40 60 50
Paper II 736 Action Research, Innovation

and Best Practices

Total Marks(b)*** 40 60 50

Note - On successful completion of Module | & |1 the learners will be awarded the Certificate in
Institutional Leadership and Management and on subsequent successful compl etion of the Module 111
and Internship, the learnerswill be awarded Diplomain Institutional Leader ship and Management.

*  Thecertificate programmewill beof total 100 markswhichwill includetheory of 40 marksand internal
assessment of 60 marks.

**  Thelearner who enrollsin Diplomaprogrammewill haveto clear Paper | and Paper |1 dongwith Internal
Assessment and Internship.

*%* The Diplomaprogrammewill beof total 250 marks whichwill includethemarksof certificate programme
i.e100 and the marksof Paper |1 (40 marks), Internal Assessment(60 marks) and Internship (50 marks).




GUIDELINES FOR INTERNAL
ASSESSMENT

The Internal Assessment is of 60 marks. The distribution of marks is as under:

S.r. No.

Components of
Internal Assessment

Marks
Distribution

Brief Explanation of Components

Projects

30

Theproject will be based on the current practices
trendsinthefield of Educational Leadershipand
Management whichisrelated totheself learning
meterid.

Note:

Three projects of 10 marks each have to be
submitted by the learner for internal assessment.

Community Work

10

Promoting educationwithin aparticular community,
mobilizethe community to participatefor supporting
educationincommunity and organizeeventsthat bring
the school and community together.
For example, workshops, fairs, and community
service projectsetc.

Note:

. Continuous and systematic collection of
Community work throughout the
academic period, which indicates
cumulative efforts and learning of student
over the time. It is mandatory that your
community work report includes pictures.

. A learner can start the community work
after reading the lesson 6 of Module |1 of
this course which is based on institution-
community interface.

Case Study

10

Thelearner will be given two case studies/scenarios/
role-playseach of 5 marksto interpret and highlight
theproblem anditssolution.




4. Display of Behaviord 05 Whileattending the class, there are five components
of onemarkseach which are class participation,
discipline, peer interaction, creativity and curiogity.

5. Attendance 05 Criteria for Award of Marks of Attendance

Lessthan 40% No marks
41% 10 50 % 2marks
51% to 60 % 3marks
61%to 70 % 4 marks
70% and above 5marks
Total 60
Note:

1. Thescheduleof submission of the Projectswill befinaized by the study centre coordinator by theAVIsin

consultation with teacher concerned and shall be notified to the studentsaccordingly.

2. Thelnternal Assessment marksshall beawarded by theteacher teaching the subject.

=

Itiscompulsory for the studentsto secure minimum 50% marksto passin Internal Assessment.
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GUIDELINES FOR INTERNSHIP

Guidelines for Internship
Internship ismandatory only for thelearnerswho enroll in oneyear DiplomaProgramme.

Internshipincludesfield visitsof Institutions/Organi sations documenting best practicesin Educationa
L eadership and Management.

After completing thelnternship, alearner will beableto develop required skillsand practical experience
whichisnecessary to competein the competitiveworld.

Marks - Thelnternshipisof 50 marks.

Duration- 45 Days.

Hours- 120 hrs.

A learner can chooseany two of thefollowing thrust areasfor internship.
*  Resource Management

*  Non-Human Resource M anagement

e FHnancid Management

e Management of Teaching Learning

e Useof ICT inlIngtitutiona Management

e Student Support Services

e Criticd Anadysisof Role, Function and Behaviour of Successful Leaders
*  Contributionof CSRActivities

Submit areport after the completion of internship. For evaluation, itismandatory that your internship
report includes picturesof theinternship period and certificate of internship.

Internship programmewill be organi sed, executed and monitored by theAV | or thelearner itself.

To know more about the need and importance of internship and the benefit of internship with example
please go through content of lesson -1 (Internship).
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INTERNSHIP

1.0 INTRODUCTION

Inthepreviousthreemodulesyou havelearnt the various conceptsre ated to Leadership
and Management. After thesetheoretical inputsnow isthetimeto gain some practical
exposurerelated to the concepts studied. Thislesson will deal with the Internship
concept. Learnershaveto undertakeinternship of 45 daysdepending ontheir areaof
interest. Internshipwill help thelearner to get hands on experience.

1.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Develop an understanding rel ated to need and importance of internship.
° Gain knowledgerelated to features of internship.

° Understand the process of internship.

° Know theissuesand challengesinternsfaceduringinternship.

° Provide comprehensivetrainingtolearners.

1.2 NEED AND IMPORTANCE OF INTERNSHIP

Internship isan opportunity which is offered by any employer to the prospective
employeescalled ‘interns , towork for afixed period of time. Internship isdefined as
apurposeful activity undertaken by thelearner in awork environment in order to
achievelearning outcomeswithin the curriculum. Aninternship provides opportunity
for experiential/ learning that hel psinintegrating knowledge and theory gained inthe

Module - 4
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Module - 4

Internship

Notes

Internship

classroomwith practical gpplication and skillsinthered setting.
Importance of Internship

Most of the courseshaveinternship asone of itsimportant components. Till now we
had seeninternship asanimportant component in post graduate professional courses.
However, NEP 2020, hasemphas zed theimportance of internship and hasincluded it
inthe school curriculumaso. It has been stressed that in the school sfrom grade sixth
itself the studentswoul d be given exposureto internship whereinthey will learn some
skills. Devel oping skillsand itsapplication isan important aspect of internship. Any
theoretical knowledge which doesnot help in gaining practical understanding is
meaningless. Herein thissection theimportance of Internshipisbeing discussed.

Gives Work Experience

Thelearner after acquiring the knowledge of the disciplinewill get an opportunity to
apply that knowledgethroughinternship. Internshipwill givethelearner work experience.
Thelearner will apply thetheoretical knowledgeinthework place.

On the Job Training

Internship givesthelearner real world exposure. Learnersare put into actua situations.
Theinternsareworking intherea world of work. They aregiven an opportunity todo
thework on their own under the guidance of atrained mentor or supervisor.

Offers Mentorship Opportunities

Whenthelearner will go to any organisation for internship, he/shewill beassigned a
supervisor under whom they will be working. Thiswill help them in developing
relationshipswith theworking professionals. In futurewhen they will work inany
organisation, these supervisors may act astheir mentors.

Gives Exposure to Work in Different Areas

Whenthelearnersjoin an organisationfor internship, they will beworking therejust as
any of itsother employees. Thiswill givethelearner exposure to understand the
organisation holistically. It will givethem exposureto different departmentsand how
each department worksin coordination with each other.

Helps in Creating Professional Network

Internship helpsin creating professional network. When you are working in any
organisationyouwill get toknow different peoplein that organisation closdly. Thiswill
develop aprofessional network which can help thelearner in getting new tasksand

Open Vocational Educational Programme



Internship

job opportunities. Theresearch highlightsthat internship hasapotential benefit of
networking. Internship leadsto formation of socia networkswhichwill helptheintern
infuture. Such networkscan behd pful in sharing knowledgeand alsoin gaining access
to resources.

Offers Career Guidance

I nternship helpsin gaining first-hand experience. It may a so hel p to decidethe correct
career path. It will give you an exposureto daily tasks associated with the career.
After working in theareatheintern can confirm whether thisishisareaof interest or
not. Theintern will get an in-depth understanding of the nature of job and different
taskshe/sheneedsto performinthefield.

Builds Confidence

Till now thelearner had only theoretica knowledgeof higher field. Internshipwill give
achancetothelearner to put thistheoretical knowledgeinto practice. Theinternwill
get hands- on experience and devel op expertiseinthefield. Thiswill helpthelearner
inbuilding hisher confidence.

Helps in Transition to a Permanent Job

After internship when thelearner enterstheworkplace, he/sheisnot totally new. He/
she hasideaof the nature of work and the responsibilities he/she hasto undertake.
Thiswill facilitate the smooth trangition of learner to apermanent job.

Creates Valuable Reference and Recommendations

Whileworking asanintern one devel opsaworking rel ationship in the organi sation.
The peoplewith whom you worked get an opportunity to know your skills, attitude,
gptitudeetc. Thiswill help thelearner infutureto get referencesand recommendations
for futurejob applications.

Skill Development

Having knowledge of something and applying thesamein practice aretwo different
things. For example, you may havetheoretical knowledge about bal ance sheetsbut
it’ sdifferent to prepare ba ance sheetsand do financia management in the organi sation.
One may have studied the concept of recruitment but applying the recruitment
procedureisdifferent. I nternship playsanimportant rolein the devel opment of soft
skillsand interpersonal skills, such as professionalism, cultural sensitivity, time
management and integrity that arenot generally part of the curriculum.

Enhances Employability

Module - 4

Internship

Notes
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Module - 4

Internship

Notes

Internship

I nternship increasesthe poss bility of getting employment after the course. Internship
enhancestheemployability skillsof thelearners. M ost of the organisations prefer to
hiretheinternsrather than non-interns.

Thesection abovedescribestheimportance of internship. Gaining thepractica exposure
has significant benefitswhilejoining thework force. Thiswill help oneto understand
the professioninwhich he/sheisplanning to makeacareer.

1.3 FEATURES OF INTERNSHIP

| nternship hasbecome an important component in many of the professional coursesas
well aslibera courses. To gain better understanding of the profession, thelearner is
expected to undergo an internship program in therelated organisationto get red life
experiences and devel op related skills. The learner before joining the internship
programme needsto understand the features of internship asdescribed bel ow.

Reputed Organisation

Theintern should ensurethereputation of the organi sation where he/sheisjoining as
anintern. Theinternsshould have aclear ideaabout thework of the organisation and
itsreputation. Working in areputed organi sation will enhanceyour employability and
will aso build astrong network.

Area of Internship

Theareaof internship should be of the choice of intern and not of the organisation.
Whether you want to work in the area of human resource management, material
management or financia management should bethe choiceof theinternand accordingly
he/she needsto select the organisation.

Experienced Mentor

Theintern should al so ensurethat theinternship isdone under an experienced mentor.
Thementor should have adequate experience and expertiseto guide theintern. The
internshipissuccessful only if onegetsaproper mentor.

Proper Feedback

Theinternswill work under the guidance of asenior supervisor or mentor. Thementor
should give hinvher continuousfeedback onthework he/sheisdoing. Internship without
feedback hasno importance astheintern will never cometo know that whatever he/
sheisdoingiscorrect or not. There should befeedback sessonsto examinethework
of internsand al so communicated to themimmediately. Feedback will helptheinterns

Open Vocational Educational Programme



Internship

aswell asmentorsto assessthetask and adjust thetask of theinterns.
Duration of Internship

Theduration of internship should be adequate. Theimportant factor which determines
theduration of internshipisthat theinternsshould be ableto get aproper understanding
of theprofession.

Paid Internships

Theinternship can be paid or unpaid. Many organisationsmake payment totheinterns.
Most of the private sectors or thelarge organi sations pay money to studentsduring
their internship. Nowadays many organi sations are understanding theimportance of
internship. Not only theinternsbut the organi sationsa so gain from internship. These
internswhomthey aretraining can betheir prospective employees. The organisations
who are economically sound and can afford to make payment will doit for their future
benefit.

Unpaid Internships

Some organi sationsdo not make payment tointerns. They do give opportunity tothe
interntowork intheir organisation and learn the skillsbut do not pay them. Theinterns
gain va uableexperience but do not receiveany financia compensationfor their work.
Thistypeof internship can be astepping stoneto enter into theworld of work.

Partially Paid Internships

Inthistype of internship, the studentsare paid in theform of astipend. Stipendsare
typically afixed amount of money that ispaid on aregular basis. Usually, internswho
arepadwith stipendsare paid on astructured schedul e associ ated with the organi zation.

Virtual Internship/Online Internship

Nowadaysthe onlineinternshipisgaining popularity. In onlineinternship theintern
doesnot haveto be physically present inthe organisation. Theinternworksremotely.
Hereinternshipisconducted in virtual mode. Invirtual internship, theintern hasan
opportunity towork on his’/her own pace. Thesetypeof internshipsallowstheinterns
to work from home and can get afeeling of being apart of organisation and a co-
worker.

Summer Internship

ThisisaWestern concept. Inthissummer internship theintern worksduring the vacation.
They areemployed asfull-timeinternsduring the summer Theseinternshipsareusudly

Module - 4
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for 8-12 weeks. It isashort terminternship experience.
Full Time Internship

Infill timeinternship, theinternisworking on full time basis. He/shewill beinthe
organisationfor theentiretime, astheregular full-time employees.

Thesearesomeof thefeaturesof internship. Theinternsshould have an understanding
about thesefeatures before they opt for internship.

1.4 ISSUES AND CHALLENGES

Intheearlier section welearnt the benefits of internship. Internship offersvaluable
opportunity for thelearnersto gain practical experiencerelatedtotheir career. Along
with theseva uableexperiences, theinternsa so haveto facevariouschalengesduring
theinternship programme. In thissection the commonissuesand chalengesfaced by
internsare discussed.

Securing Internship

Securinginternshipisachalenging task. It' svery difficult to get internship opportunities
inprestigiousorganisations. Thelimited avallability of internshipingitutionsmay restrict
opportunitiesfor aspiringinterns.

Lack of Feedback

Feedback is one of the important components of internship. The mentorsin the
organisation do not have sufficient timeto givefeedback to theinterns. Most of the
timethe mentors do not take theinternship seriously and fed itisaburden onthem
devoting extratimeto theinterns. If thefeedback isnot given ontimeit canlead to
frustration among theinternsand will affect their learning and growth. Many atimes
thementors neither havethetimenor the skillsto give appropriate feedback inaway
that theinternswill know about their strengthsand weaknesses,

Not Involved in Decision Making

Itisbeing observed that theinternsare not included in the organi sations staff mestings.
Inmany of themeetingsinwhichthey participate, theseinternsare not taken serioudly.

Inadequate Guidance

The organisation wheretheinternsgo for internship arenot clear about the objectives
to be achieved by theintern. They do not see from the perspective of anintern but
look from the perspective of how they can extract their work from them. They arenot
interested inteaching theinternsor guiding them asthey fed it sawastage of timeand

Open Vocational Educational Programme



Internship

they will not gain anything out of it.
Lack of Structure

Thestructure of internship isnot clearly defined. Thetasksare not clearly specified.

Thiscreatesconfusioninthe mind of intern aswell asthementor. Neither theintern
knowswhat they haveto do during internship, nor are the organisationsmade clear
how they haveto guidetheinterns. Theresultisthat amenial work isassigned to
internsand thisresultsin nofruitful learning.

Poorly Defined Tasks

Theinternsmay not be givenimportant responsibilities. They will bejust given some
routine, menial jobswhichwill not result in some major learning taking place. The
entireleaning processwill be hampered, and thismay resultin causing frustrationinthe
mindsof interns.

Insufficient Training

Thelnternsaremostly given menia and mundanetaskswhich no oneintheorganisation
isinterested indoing. Thechallenging tasksarenot giventotheinternsasthey perceive
them asincompetent. Internsare not given magor respons bilities. Internsarelooked at
having lessexpertise and knowledge. Internshaveto be patient and they takealot of
timeto provetheir credibility to beincluded inimportant tasks. Thishamperstheir
growth and leadsto frustration.

All organisations do not provide meaningful learning experiences. They do not look
fromthe point of view of theintern and makethem busy doing mundanethings.

Exploitation

Internshipismeant for giving practica exposuretothelearner. It hasbeen observedin
many casesthat instead of giving exposureto variouswork-rel ated task, theingtitution
makes them do routine work. They are given tasks beyond the scope of their role.
Thiswill develop afedling of frustration and expl oitation amongst theinterns.

Lack of Mentors

I nternship without aproper mentor ismeaningless. Many ingtitutionsdo not supervise
nor provide appropriate mentorship to theinterns.

Asdiscussed above, there arevariousissuesand challengesinvolved ininternship but
theindividua can overcomethese chalengeswith apostiveattitude and right mindset.
Oneshould kegpinmindthat every challengeisan opportunity for growth andlearning.
Interns should embrace these challenges, seek support whenever required and stay
determined. Oneshould never forget that thisinternshipisgoing to becomeastepping

Module - 4
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stonefor thefuturecareer.

1.5 INTERNSHIP PROCESS

Theintern after completing the theoretical inputshasto undergo internshipin some
ingtitution. Theintern needsto follow aprocessof internship whichisdiscussed below:

Goal Identification

Theinternshould firstidentify and clarify his/her goals. Theintern should decidein
whichareahe needsto do hisinternship. Asper theinterest, theintern canidentify the
areain which hewantsto get practical exposure or handson experience. Thelearner
may be interested in understanding Human Resource Management, finance
management, teaching learning practicesetcin depth. For example, if theintern decides
to take up internship in Human resource management, then he/shewill learn how to
maximizethe productivity of his’her staff. He/shewill learn about the staff recruitment
process, training of employees, their career devel opment, performance management
of employeesetc. Theintern should andysehigher skillsand interests, and dsoexamine
his/her career goals. What kind of experie‘nce he/sheislooking for?

INTERN SH‘IP PROCESS
God | der‘ltifi cation
Sdecting ?rgani zation
Appl i‘cati on
I ntel‘vi ew
Accepting/Declining Offer
Joining asintern
Selecting Organisation

Oncetheareaisidentified thentheintern can start exploring theinstitution for having
the practical exposure. Theinterns can search onlinefor the various organisations.
These organi sations can be any school, Accredited Vocational Institution (AV1) and
Accredited Ingtitution (Al) etc. Preparealist of aningtitutionswhichyou find suitable
for fulfilling your requirements. Theintern should becareful whilesdectingtheingtitution;
whilesdlecting theinditution theintern should aso kegpin mind thefeas bility of joining
the samein case being selected. The distance of theinstitution from his’her place
should beconsidered. Theintern should collect al theinformation of theorganisation
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before gpplying for internship.

Theintern should ensurethat he/sheis having adequate choices. Theintern should
select more than oneinstitution so that he/she can be accommodatein at |east one
among the shortlisted ingtitutions. Therefore, itisworthwhilefor theinternto select
morethan oneinstitution so that sheissurethat he/shewill be accommodated in at
least one of thosewhich can helpin achieving theobjectives.

Applying to Organisation

After identifying theingtitution, theintern now needsto approach theinstitution for
seeking permission for internship. Theinstitution can be any Accredited Vocational
Ingtitution, Accredited Ingtitution and Schools. Clarify your goalsand objectiveswith
theingtitutions. Now theintern should send applicationsto the shortlisted ingtitutions.
To apply, theintern needsto preparearesume and acovering letter. Theintern should
preparearesumeto be sent toinstitutions.

Interview

Oncetheapplicationisreceived by theinstitution andif they think that your godsare
matchingwiththersthey will cal youfor aninterview. Prepareyoursaf for theinterview.
After theapplication, theingtitution may conduct interview to officialy offer youthe
internship. For aninternship, you would haveto prepareyoursdlf for theinterview just
asyou would prepare for ajob interview. You should expect the routine type of
guestions, knowledge-based questions and a so be prepared for any other related
guestionswhich may beasked. Whilefacing theinterview, be confident. Theattitude
of theintern during theinterview playsanimportant role. Internsshould use appropriate
language which should be politeand respectful. During theinterview theinternsshould
maintain proper eye contact and should be dressed appropriately.

Accepting or Declining Internship Offers

After theinterview theinterniscommunicated about his/her acceptance or rgjection
through email or telephone. If theintern receivesan offer letter from morethan one
ingtitutionsthen theintern hasto choose oneout of these. It al so becomes necessary to
inform theingtitutions about acceptance aswell asabout non acceptance. Thiscanbe
doneeither through tel ephonic conversation or awritten communication. Thiswill
show your professionalism. If you have been accepted by morethan oneingtitution,
eachingtitution should be assessed and adecision made beforetheformal letter issent
confirming your participationin theingtitution. Onceyou have confirmed and committed,
itisunprofessiona towithdraw becauseyou haveabetter offer. Thiscan beconsidered

Notes
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unprofessond.
Joining as Intern

After accepting theoffer of theorganisation, now isthetimetojointhesd ected indtitution
for internship. After joining asintern you start working on the task assigned to you
under the guidance of the mentor. The intern should make optimum use of this
opportunity. Theintern should be proactive, learn asmuch as one can and contribute
totheinditutioninthebest way. Intern should aso makean atempt to build relationships
with colleagues and supervisors. Theinterns should seek feedback to improve upon
higher ills.

©-| WHAT YOU HAVE LEARNT

Internship isan opportunity whichisoffered by any employer to the prospective
employeescalledinterns, towork for afixed period of time. Internshipisdefined a
purposeful activity undertaken by theinterninawork environment in order to achieve
learning outcomes within the curriculum. Internship provides an opportunity for
experientid/ learning that hel psinintegrating knowledge gained inthe classroom with
practical application and skillsinthereal work-setting.

Theinternship playsanimportant rolein career devel opment. Thisbooststhe confidence
of theintern, it develops various skills needed for the profession, and it helpsin
developing socid networksfor theindividua which canbehe pful later intheprofesson.
It enhancestheemployability of theindividua and hel psto seek referenceand referras.
Internship can be of different typeslike paidinternship, unpaid internship, partially
paid etc. Internshaveto face variousissues and challengesduring internship such as
payment to theintern, appropriatetraining and feedback to theinterns. Theinterns
haveto overcomethese chalengesand completetheinternship successfully.

q'&' TERMINAL QUESTIONS

1 What isinternship?Why do you think internship isimportant?
2 What arethe common featuresof Internship?

3.  Distusstheissuesand chalengesfaced duringinternship.

4 Describetheinternship process?
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[@ LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Explaintheneed for and importance of internship.
° Discussthefeaturesof internship
° | dentify theissuesand challengesof internship

° Suggest the processof internship.
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SOME EXAMPLES OF INTERNSHIP

Thelearner canjoinaschool (privateor public), any Accredited Vocationd Ingtitution
(AVI1) andAccredited Ingtitution (Al).

Intheaboveingtitutionstheintern can select any of thethrust areas:-
Example 1:

If thethrust area selected isResource Management then in selected institute. The
intern can understand Resource M anagement on thefollowing aspects.

° What arethedifferent resources avail ablein the school ?

° How the resources like: stock register, procurement of resources etc. are
managed.

Example 2:

Another areacan beFinancial Management. Theintern can select any institution
like, NGO, Accredited Vocationa Indtitution (AV1), Accredited Indtitution (Al), Schooal,
College, Universitiesetc. and dointernshipintheareaof Financial Management.

° He/ she can apply inthe account section of theinstitution. Here, he/shewill
devel op an understanding of the sourcesof financesof ingtitution and recordings
inthe books of accounts.

Open Vocational Educational Programme



Module - 4

Internship Report
Format
INTERNSHIP REPORT FORMAT e _

A report submitted in partial fulfilment of the requirements for the Award of
Diploma in

Institutional Leadership and Management
by
Name of the Intern.....................
Under the Supervision of

Name & designation of the authorized person with the details of the
institution

(Duration: )

(]

foremer wderd gemm

NATIONAL INSTITUTE OF OPEN SCHOOLING
ISO 9001 :2015 Certified

(An Autonomous Institution under Ministry of Education ,Govt.of India)
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CERTIFICATE
To be provided by the concerned I nstitution/Organi zation.

e  Thiscertificatewill beprovided by theinstitute/organi zation wherethelearner
has completed higher internship.

e  Thiscertificateshould clearly mention thelearner'sname, enrolment no. and the
duration of theinternship.

° Thisshould begiven on theingtitute/organi zation | etter head and duly Ssgned by
the competent authority.
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CERTIFICATE OF ORIGINALITY Internship Report

Format
|, [Your Full Name], hereby declarethat theinternship report submitted to [Name of

the AVI] isan original work completed by meduring my internship at [Name of the

Host Organization] from [Starting date to Ending date].

Thisreport has not been previoudy submitted to any other ingtitution for any diploma

or other qudlifications. “Notes —
Date: [Date of Submission]

Signature: [ Your Signature]

Intern's Name: [ Your Full Name]

Signature
(Competent Authority with official Stamp of the Institution)
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ABSTRACT

An abstract for aninternship report should provide aconcise summary of theentire
document. It should briefly outlinethemain objectivesof theinternship, thekey activities
and responsi bilities undertaken, the skillsand knowledge acquired, and the overall
outcomesand achievements.
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TABLE OF CONTENTS
Tableof contentsshouldinclude: -
1.  Sectionand Sub-Section Headings.
2. PageNumbering

Notes

Module - 4

Internship Report
Format
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Internship Report Introduction of Institution/Organization: - (2-3 Pages)

Format o o
° Description of the Host Organization
° Mission, Vison, and Values
° Organizationa Structure
_ — Joe Key FunctionsandActivities
Notes
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Skill Sets required to be achieved at the end of the Internship Internship Report
(3-4 Pages) Format

° Technical Skills Acquired

Specific Tools and Technologies: Detail any new software, tools, or
technologiesyou learned to use.

Industry-Specific Skills: Describeany specialized skillsrelevanttothe § Notes
fidd(e.g., dataanaysis, project management).

° Soft Skills Developed

Communication Skills: Highlight improvementsin verbal and written
communication, presentation skills, and interpersona communication.

Teamwork and Collaboration: Discussexperiencesworking inteams,
including collaboration techniquesand conflict resol ution.

Time Management and Organization: Reflect onyour ability to manage
tasks, meet deadlines, and organize your workload efficiently.

° Professional Knowledge Gained

Industry Knowledge: Describe the understanding you gained about the
industry, including best practices, trends, and key challenges.

Organizational Operations: Explain what you learned about how
organizationsoperate, including insghtsinto theorganizationa structure,
culture, and workflows.

° Problem-Solving and Critical Thinking

Challenges Faced: Discuss specific problemsyou encountered and how
you approached solving them.

Analytical Skills: Reflect on how you used analytical thinking to address
tasksand projects.

° Project Management Skills

Planning and Execution: Explainany project management methodologies
you learned and how you applied them.

Resource Management: Describeyour experience managing resources,
such astime, budget, and personnel, to achieve project goals.
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Leadership and Initiative

Leadership Opportunities: Discussany instanceswhereyou took on
leadershiprolesor demonstrated initiative.

Decision-Making: Reflect on how you made decisionsand theimpact of
thosedecisions.

Professional and Ethical Practices

Workplace Ethics: Describeyour understanding and gpplication of ethical
practicesintheworkplace.

Professionalism: Reflect onyour development in professiona behaviour,
including adherenceto workplace normsand standards.

Personal Growth and Development

Self-Reflection: Discuss persona growth areas, such as increased
confidence, adaptability, and resilience.

Career Clarity: Reflect on how theinternship hasinfluenced your career
goasand aspirations.

Feedback and Improvement

Feedback Received: Summarize the feedback you received from
supervisorsand colleagues.

Areas for Improvement: |dentify areaswhereyou can further improve
and develop your sKills.

Networking and Relationships

Professional Relationships: Describethe professiona relationshipsyou
built and their potential impact onyour career.

Networking Skills: Reflect on how you enhanced your networking abilities
duringtheinternship.
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Skill Sets Internship Report
Format
S.R.No. Skill Sets Observations and Learnings
1 Technica SkillsAcquired
2. Soft SkillsDeveloped
3. Professional Knowledge Gained Notes -
4. Problem-Solving and Critica Thinking
5. Project Management Skills
6. Leadershipand Initiative
7. Professiona and Ethica Practices
8. Persona Growth and Development
9. Feedback and Improvement
10. Networking and Relationships
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References/Bibliography: -
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